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PREFACE 

This work ia the result of several years' experience in 
teaching bookkeeping and other branches of msthematics in 
public and private Bchools and in normal institutes. The task 
that the author set for himself was to furnish a book that 
would be comprehensive and definite, and at the same time 
flexible and adaptable, — one, in brief, that would p.va a 
general knowledge of the subject and also lend itself to the 
varying conditions under which it might be used. 

The aim of this text-book is to ground the student in the 
general principles and processes of accounts and to acquaint 
him with the simpler forms used in commercial bookkeeping. 
There are given also some suggestions for practical private 
accounts for those who have no need of a complete set of 
books. It is the aim also to put into tiie hands of the experi- 
enced teacher a quantity of material in such form that it can 
be used much in his own way. The directions given through- 
out the text are to be treated by such a teacher as suggestions 
merely. On the other hand, the directions and explanations 
are given in sufficient detail, it is thought, to enable the 
inexperienced teacher of bookkeeping or tiie unaided learner 
to use the work successfully. 

The subject is gradually developed, the number of new 
points introduced at each stage being limited. Also provision 
has been made for drills on all points, so that each may be 
mastered as it is introduced. A number of the sets appear 
in two divisions, designated A and B. The A sets may be 
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used for drill in class or maj be written up as a preparation 
for tlie B sets. The material for the B sets is more concrete, 
aod in them the computations must be made by the student. 
They thus provide material for heavier work. The A sets 
and those which are designated without letters may be used 
alone for a coatinaous course, or the B sets may be used in 
a similar manner. The A sets will be foond especially ser- 
viceable for those oases in which it is desired to obtain a 
general knowledge of bookkeeping with the least expenditure 
of time. 

Each set is divided into several exercises, and each of these 
may be used independently, or any number of exercises in the 
same set may be grouped together. This makes it possible 
to have short sets or longer ones as desired, and the work 
may close with any exercise of a set. This arrangement will 
enable a teacher to vary the work somewhat with successive 
classes. 

Again, the division of the sets into exercises makes it pos- 
sihle to adapt the work to the ability of the student. If he 
has mastered the new points of a set at the end of any exer- 
cise, he can close his work at that exercise just as well as at 
the last exercise of the set, and thus pass at once to the next 
set. Some teachers may desire to give special work in some 
particular book, as the cash-book or the sales book. For such 
work the student may select from the sets the records of the 
kind of transaction desired and arrange them for practice. 
Indeed, in some cases it is better for the student to write a 
large number of transactions in only one book at a time until 
that book is thoroughly understood. To younger persons, 
especially those in rural schools and the grammar grades, it 
may be better even to give practice in writing np separate 
accounts, as with cash or merchandise, before writing up com- 
plete sets. Further suggestions for such work will be found 
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on page 119. It is advised that all students do some work of 
the kind there explained, even though it may be neoesaary to 
omit other portions of the text. The special character of the 
different exercises and sets is shown by the table on p^^ 1S8. 

It is not always best to have all the members of a class 
write the same exercises. When combining two or more 
exercises into a single one, some students may write 1 and 2, 
others 2 and S, and others 3 and 4. With mature students 
it may not be necessary to give work from each set. When 
tiiis plan is being followed, work may be given to some from 
Sets IV, VI, and VIII, for instance, and to others from Sets 
V, VII, and IX. If it is desired to have the studente do still 
more independent work, each may make up a particular price 
list for himself by adding a certain sum to each of the prices 
given. Or each student may make up a price list without 
any reference to the prices given in the set. 

Most of the exercises in this hook have been prepared pri- 
marily for work in double entry, but a lai^ part of them 
will be found equally well adapted for work in single entry. 
Hence, no special exercises have been prepared for this pur- 
pose, except those that are given to illustrate the method of 
changing from single entry to double entry. If a shorter and 
easier course is desired than that afforded by using all this 
text, pages 95 to 109 may be omitted. 

The author wishes to acknowledge his indebtedness to those 
who have aided him, among whom are: Mr. M. S. Cronk, 
Principal of Towanda (Pennsylvania) Buuness College, for 
material help on the original manuscript ; Mr. George E. Rose, 
Superintendent of Schools, Rosedale, Kansas, for helpful sug- 
gestions regarding definitions and the teaching of the subject; 
Mr. W. W. Douglass of the English department of the Kansas 
City, Kansas, High School, for valuable hints while the manu- 
script was undergoing its final revision; Mr. J. E. Sterrett, 
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Philadelphia, a certified public accooatant of large experience, 
for his Buggestions from the point of view of the bnsinesB 
world ; Mr. Edward M. Williams of the Morris High School, 
New York City, for reading the manuscript before publication 
and for suggested improvements; Mr. Durand W. Springer 
of the Ann Arbor, Michigan, High School, for further im- 
provements to the book while it was in proof ; and especially 
I>r. Cheesman A. Herrick for his advice and suggestions, 
which had not a little to do with the final shaping of the work. 
The pen work, from which the excellent reproductions have 
been made, was by Mr. E. C. Mills of Rochester, New York. 
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EDITOR'S INTRODUCTION 

The little book now published represents some ten years of 
experiment and writii^ on the part of the author, and during 
the last two years it has been passed upon by those represent- 
ing various points of view in education and practical affairs. 
Repeated readings and criticisms have led to elimination and 
simplification until the work is now in size only a small part 
of the original manuscript. The aim has been to give in the 
briefest apaoe an explanation of the principles and practices of 
account keeping. The work is published in the hope that it 
will be found direct and straightforward in style, that it is 
well adapted to a didactic method of presentation, and that 
it is in accord with current business usages and terminology. 

Bookkeeping isafterall systematized common aense; in short, 
bookkeeping is an adaptation of means to ends, these ends 
being a knowledge o£ one's personal affairs or of the condition 
of a business. Business men do not want a know-it-all book- 
keeper, trained for a particular system. Methods should 
change as there are changes in the information to be recorded 
and the ends to be served. There are certain fundamentals 
of accounts in which all who have to do with them should 
be trained ; in the application of these there may be wide 
divergences. It is well to keep always in mind that book- 
keeping is to serve business and not bofliness to serve 
bookkeeping. 

In establishing the meaning and use of the books of original 
entry, many experienced teachers and expert accountants recom> 
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mend a limited use of the old-time day-book or blotter. The 
present text mokes possible the use or the oaussion of the day- 
book as the teacher may wish. Journalizing must be reoog> 
nised as a valuable exercise in fixing the principles of accounts 
and in teaching the fundamentals of debit and credit. The 
two books just mentioned may be combined in the joamal- 
day-book, which should be introduced early in the learner's 
experience. As soon as the fundamental processes are under- 
stood, the work may be much shortened by introducing the 
cash-book, sales book, and the invoice book. But to make cer- 
tain that the use of these books be intelligible, it is recom- 
mended that earlier work be done in other books. 

This work makes a departure in omitting the balance sheet 
with its confusing array of columns. Instead there is a state- 
ment sheet of the sort used in practice. Wide inquiry shows 
that almost never is the conventional six-column balance sheet 
of the text-books used even by experts, and the aver^^ book- 
keeper is as little likely to be asked to make up suoh a sheet 
as he is to be asked to fly. For these reasons it has not seemed 
necessary to perplex learners with this sheet. 

The preliminary course which this book furnishes would 
scarcely be complete without a discussion of both double and 
single entry, and a description of the methods of changing from 
one to the other. This book will lend itself to approaching 
bookkeeping through single entry if that is desired. The 
Practical Exercises at the close of the book cannot fail to be 
of much interest as well as of great practical value. These 
exercises show a simple but satisfactory method of keeping 
account« in everyday affairs, and the book is properly brought 
to a conclusion with them. 

In one particular at least this book will be found a radical 
departure from similar texts now available ; this is in the snb- 
stitation of short exercises for the long involved sets. Our 
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bookkeeping manualB have been an outgroivth of the private 
commercial school. In private commercial schools students are 
expected to specialize on bookkeeping and to give more hours 
a day to it than is possible for them to give in the public high 
schools and similar institutions. With the long involved sets 
there is danger of students with limited time becoming so 
confused with the details that they lose sight of the point 
which the details are to illustrate. The present book gives 
a minimum of subject-matter for each point, so that in a 
given class hour an exercise may be completed and a definite 
result reached. Similarly an exercise may be assigned for 
home work, so that an end can be attained in this subject 
without this subject robbing the student of time which should 
be given to other work of the school. The exercises are so 
arranged, however, that they may be grouped into longer sets 
if that is desired. 

This is essentially a first book ; it is not designed to teach 
"business practice " or to be a substitute for actual experience. 
We can still tie to the words of that veteran commercial 
teacher, S. S. Packard, " Ko self-respecting business college or 
teacher of commercial studies pretends to give the student 
business experience. As every one knows, this must result 
from contact with men and real transactions." * We may have 
temporary delusions, but ultimately we shall accept Mr. Pack- 
ard's criticism of the " learning to do by doing " and " actual 
business from the start" follies. This book accepts as funda- 
mental that the first step in bookkeeping is to know how, and 
it also premises that the most expeditious way to learn how is 
by a direct didactic method. The office practice work in com- 
mercial schools may well follow such a book as this ; it does 
not properly seem a part of such a book. 

To handle this text with the best results, it is advised that 
1 Fwk&rd, Tlteorg and Fraettee of liaehliiff AeeounU, pp. 12, 18. 
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(he teaAet fitst wo^ ower tiie prdiminaiy matter, b^infiiiig 
with the piebee. Thii can be done in a lew boon, and will 
fttmiah an nmtfrwtamling of tt** aim*, plxns, and poasibilitifla 
frf the book. It is elearij better to nae abort aeta until tbe 
atodent onderatands well the mechanical pnxMeses of poatiag 
and elonng the ledger ; practice in longer aeta maj be giren 
later. The material of thia book ia ao arranged that it ta poa- 
nble to use it either waj. Each act ia divided into aerend 
exerdsea, and each of tbeae exerdaea may be written as s 
distinct aet. It is also practicable to combine two or more of 
the exercises when it ia desired to have longer sets. Tbe 
manner of continuing the exercisea is explained on pagea 17 
and 46. 

A stadent who has followed the teaching of this book 
ahonld be able to perform the fundamental operations of 
bookkeeping correctly and without hesitation. He should 
have tbe ability to journalize; to use cash-book, sales book, 
invoice book ; to poet, close, and reopen the ledger ; to con- 
tinue work in the same ledger after it has been closed and 
reopened ; to prepare trial balances and statements ; to write 
bills, notes, drafts, etc. ; and to do these things after approved 
forms. The above is merely auggeative. The resourceful 
teacher will devise many other ways in which the exercises 
and subject-matter of this book may be used. 

No class in the community should consider itself freed 
from the necessity of keeping accounts. To no other per- 
sons is there greater necessity for bookkeeping than to wage- 
earners and small producers. Records will detect losses and 
fortify i^ainst extravagances. If adverse conditions exist, 
accounts properly kept show this while the conditions may 
be remedied. Small is the comfort after one has suffered 
loss to have the history of that loss. What he should have 
is a record that will show the loss while it is taking place, 
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for from such knowledge the conditions may be so modified 
as to prevent the loss. In the management of his own affairs 
every one is in bosiness, and every one should have a proper 
record of income and expenditure. It is not unusual to 
Qnd that business men are not only incapable of making a 
statement of their own affairs, but sometimes they are unable 
to comprehend a proper statement when it has been prepared 
by another. It is hardly necessary to say that such men are 
in constant danger of a business catastrophe. In some parU 
of the world failure to keep proper books of accounts is a 
dereliction punishable by fine and impriaooment if one fails 
in business. 

If not statutory requirement, certainly self-interest should 
demand a more general knowledge of bookkeeping. Recently 
the students of a well-known theological seminary have been 
required, and very properly, to study bookkeeping. The 
executive officer of the seminary acoounts for the innovation 
by the fact that the students would in their future callings 
have the care of the money of others. Often, he said, gradu* 
ates of the seminary were complained of because of the crude 
and unsatisfactory records they kept of funds collected and 
disbursed, and circumstances bad arisen where ministers with 
the best intentions came under suspicion because of inability 
to keep accounts. It is not too much to say that some knowl- 
edge of accounts should be part of the education of every one, 
from the woman managing the home to the representatives of 
the liberal professions. Applied mathematics in the form of 
as much bookkeeping as is furnished in this work might well 
become a part of a general education in all our schools, and if 
some of the time formerly given to grammar school arithmetic 
were spent upon the kind of mathematics here recommended, 
it would be a gain to mathematics as well as a preparation for 
the later life of the students. 
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Just as this book goes to press a magazine article appears 

under the felicitous title, The Bookkeeper at a Suman BetTtg.^ 

More than any other phrase this expresses the thought which 

underlies Mr. Bogle's book. He has regarded the bookkeeping 

teacher as a rational being, and has famished a text which can 

be yariously adapted. How wide is the difference between the 

methods he proposes and the old devices of a book which asks 

a teacher to reduce everjrthing to the dead level of uniformity 

and to hold a key with which all results are to be measured I 

A live book will make possible live methods, and these only 

can give really live bookkeepers. 

C. A. H. 
Jon 1, 1906. 

1 WorUr$ Work, June, 11)06. 
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COMPREHEI^SIYE BOOKKEEPING 

A FIRST BOOK 

PRELIHINARY DEFINITIONS' 

Bookkeeping is & systematic record of buBiness transactions from 
vhich the condition of a business may be determined at any time. 
Or bookkeeping may be defined as a record of monetary rights and 
obligations, of operating expenses, and of returns from business 
transactions. 

There are two methods of bookkeeping, single entry and double 
entry. In tiryle entry, ledger accounts are kept only with persons. 
In dovhle entry, ledger accounts are kept with things, such as cash, 
merchandise, notes, interest, etc., as well as with persons. The dis- 
tinguishing feature between single and double entry is this : in single 
entry but one entry, as a rule, is made in the ledger for each trans- 
action, this being a debit or a credit ; in double entry at least two 
entries are made in the ledger for each business transaction, these 
being a debit and an equal credit. 

There are two classes of books used in bookkeeping, principal and 
auxiliary. A principal hook is one from which or to which posting is 
done. An axtxiliary book ia one not used in posting. Such a book 
is kept, not as an essential part of the books of the business, but for 
systematically recording the details pertaining to some item or items, 
that are not systematically recorded in the principal books. The 
same book may be a principal book as used by one concern and an 
auxiliary book as used by another. 

The day-hook ia a book of original entry in which transactions are 
recorded in the order of their occurrence. Entries in this book should 

' TheM deflnltlon* are grouped here for conTenience of reference. They niiiy be 
committed to memory either In this connection or m they are needed In the progreu 
of the woik. 
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;:^.<»iRn«e,:and''j^t full enough to leave no doubt as to the nature 
'of the IransaciioDB. 

The Journal U a book in which the itema of a transaction are 
classified preparatory to transferring them to the ledger. 

The cath-book is the book which contains a record of the cash 
received and paid out. 

The ledger is the book of accounts. 

The aalea book is a book in which sales of merchandise are 
recorded. 

The purchate or invoice book is a book in which purchases of mer- 
chandise are recorded. 

The bill-book is a book in which is kept a record of notes and time 
drafts. 

An item is a separate particular in a transaction or in an account. 

An account is a systematic arrangement of all the debit and credit 
items of a series of transactions with the same person or pertaining 
to the same thing. Accounts may be classified as personal, property, 
use and service, and profit and loss. 

Bemabks. The terms nsed here In the claMiflcation ol accoDnta, and ftlao In the 
"tabular view of bookkeeping" on page 4, were selected because the; boa suit the plan 
ol the author in developing the rules for journalizing. The ttileB in this text-book rest in 
part upon this cl>ssiAc»tion. Considered Independently of these rules for joumallzing, 
other terras for this claaaiAcation are just as desirable and are preferred by some. 

Among the various other terms used hj different authors and accountants in the classi- 
fication ot accounts are the folloning : personal, property, allowance ; personal, property, 
auxiliary ; personal, real, imaginary i personal, real, nominal 

From another point of vieir, accounts may be clsaalBed as non-speculative and Bpeca- 
latJTe. Ifon-speeulatloe accounU are those with persons, and with those items on which 
there Is no Increase or decrease of value, unless it arises incidentally ; as, cash, bills 
receivable, and bills payable. SpeeulaUve occound are accounts with Uioee Items on 
which there may be an increase or a decrease of value ; as, merchandise, leal estate, 
interest, etc 

Again, another twofold elasaiflcation may be made, one Including all accoonta that 
show an asset or a liability, the other including all accounts that show a profit or a loss. 

These latter features are indicated in tiie "tabular view " on page 4 under cAoracterfMfes. 

Pergonal accmmtt are accounts with individual persons, firms, or 
corporations. 

Property accownt* are accounts with things of value and representa- 
tives of value ; as, merchandise, real estate, cash, notes, etc. 

U»e and t^rviee accounts are accounts with the uses and the services 
civen or received by the business. , ^ ■ 
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The projit and Ion aceowni is the account in which tiie profits and 
the losseB of the business are collected. 

The ca»h account is the account with money, checks, money orders, 
sight drafts, etc., or anything that can be converted into money on 
demand. 

The hilU receivable account is the account with notes and accepted 
time drafts made payable to a person, firm, or corporation, etc. 

The hillt payable account is the account with notes issued by a person, 
firm, or corporation, etc., and time drafts which have been accepted. 

The merchaTidite account is the account with the various articles in 
which the firm deals. 

The real ettate account is the account with houses, lots, land, etc. 

Journalising is the classifying of the items of s transaction with 
respect to debits and credits. 

Pouting is the process of transferring the debit« and the credits 
to the ledger or other principal book. 

A lou is the excess of the cost over the selling price, or a decrease 
in value. It includes also all outlays incidental to the conducting of 
a business. 

A profit, or a gain, is the excess of the selling price over the cost, or 
an increase in value. It includes also any returns for services rendered. 

Aa»eU or reiourcet include everything belonging to a person, such 
as merchandise, real estate, cash, notes, and sums due him. 

LiabiliHet or dehtt include everything that a person or concern owes 
to others on notes, on account, or otherwise ; or they include the mone- 
tary obligations to*other8. 

The preaent worth of a person is what he is actually worth at the 
time in question. It may be found in two ways : 1. By subtracting 
the liabilities from the assets. 2. By adding the net profit to the 
worth at the beginning of the business, or by subtracting the net loss 
from the worth at that time. 

Inaolvency is the condition in which liabilities exceed assets. 

An inventory is a list of articles on hand at a given time with their 
respective values computed, usually, at the cost price. 

Intere»t is the use of money, and is paid for after the money is 
used. 

JHaeount is the use of money, and is paid for before the money is 
used. 
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1* Dbfinitiom 
21 Methods 

1* Single entry 
2* Double entry 
3* Books 

1' Principal (uauallj) 
1' Day-book 
2* Journal 
3* Casb-book 
4* Sales book 
6* Purchase book 
6* Ledger 
2* Auxiliary (usually) 
1» Bill-book 
2* Shipping book 
8' Receipt book 
4' Bank book 
5* Check book 
€' Expense book, etc. 
4' Accounts 

1' Personal — Characteristics 
1* Non-speculative 
2' Do not fluctuate in value 
3' Show assets or liabilities 
2> Property 

1* Non-speculative 
1* List 
1' Cash 

2* Bills receivable 
3» Bills payable 
2* Characteristics 

1' Do not fluctuate 

in value 
2' Show assets or lia- 
bilities 
2* Speculative 



2' Speculative — OarUintted 
1* List 

1* Merchandise 
2> Real estate 
8» Stocks 
4' Bonds 
5* Shipments 
6' Live stock, etc. 
2* Characteristics 

1' Fluctuate in value 
2' May have inventories 
S' Show profits or losses 
3' Use and service (or allowance, 
auxiliary, nominal, etc.) 
!■ List 

1* Expense 

2* Furniture and fixtures 
3* Interest 
4* Discount 
6* Collection 
6* Exchange 
7* Storage 
8* Commission 
9* Advertising 
10< Salary 
11* Labor 
12* Freight 
13* Express 
14* Rent 
15* Taxes 

ir>* Benevolence, etc. 
2' Characteristics 

1* Fluctuate in value 
2* May have inventories 
3* Show profits or losses 
4* Profit and loss 

.->- 8l^ 
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DBVELOPMENT OF BOOKKEEPING 
THE FUNDAMENTAL PRINCIPLE OF DOUBLE ENTRT BOOKKEEPING 

Id developing the subject for the learner, either of two methods 
may be followed : one is to consider first the whole account as the focal 
idea and to lead from that to the individual transaction and the classifi- 
cation of ita items ; the other is to consider first the individual trans- 
action, to classify its items, and finally, from the different transactions, 
to collect into the account all items pertaining to the same ' person or 
the same thing. The latter method is the one followed in this text- 
book. To approach the subject intelligently from this side, let us 
inquire into the nature of a business transaction, and also into the 
methods of making a record of it. 

It is quite likely that in the earlier development of the art, much 
passed for bookkeeping in which the recording was not very system- 
atically done ; and, indeed, in some quarters, this may be true at the 
present time, but it is to the systematic record that we are to give our 
attention. 

In primitive communities, even though there is no money as a 
measure of value or a medium of exchange, exchanges are nevertheless 
made, one article being given for another that is considered equal to 
it in worth. This is known, not as buying and selling, but as barter. 
But this fact should be noticed: the thing received and the thing 
given are considered equal. This idea of the equality of the ex- 
changes becomes more apparent, however, with the introduction of 
some article, as money, as a common measure of value. 

Again, when transactions were few and both articles were delivered 
at the same time no record was necessary. But as trading increased 
one sometimes received an article with the understanding that some- 
thing of an equal value was to be returned at a future time. Now, 
when these transactions became frequent a record became necessary. 
Probably at first the records were kept only with persons, showing 
how much was due from others to the person keeping the record or 
how much that person owed to others. To give such information but 
one record was necessary for each transaction, that one being with a 
person. Based on the fact of this one entry, such a method is known, 
at the present time, as ungle entry bookkeeping. 
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Iq coarse of time there waa developed a plan of keeping records, 
not only with the persoos with whom one had business dealings, but 
also with the things in which he dealt. This required two records for 
each transaction, one with the person and one with the thing; or, 
if one article waa exchanged for another, both records would be with 
things. Keeping prominently in mind the equality of exchanges 
which is found in every business transaction, the two records just 
mentioned could be set one against the other as a check on the 
accuracy o£ the records. Based on the fact of this double entry and 
the equal value of the two items, such a method of making the records 
is known as double entry bookkeeping. Preliminary to making this 
record with each of the items involved, each transaction was analyzed 
and its items classified by a system of debits and credits, each being 
equal to the other. 

Based on the foregoing considerations, we may formulate, then, 
as the 

Fundamental principle of double entry bookkeeping: Every debit has 
an equal credit. 

RULES FOR JOURNALIZING 

Journalizing is the classifying of the items of a transaction with 
respect to debits and credits. Rules for journalizing are statements 
which aid in classifying the items with respect to debits and credits 
as established by business custom. The classification as far as per- 
sons are concerned is based upon the definitions of debtor and creditor. 
But the bookkeeper wishes to keep a record with various other items, 
such as cash, merchandise, notes, interest, etc. Hence he classifies 
these in such a way as to be consistent with the definitions of debtor 
and creditor as they apply to persons and also with the fundamental 
principle that every debit has an equal credit. This principle, too, 
as has already been seen, is consistent with the nature of a business 
transaction ; for in every transaction there is an equal exchange, or 
for everything that a business receives something equal to it is given 
up. For example, if merchandise is sold for cash, the business has 
received the cash for its equal, the merchandise that has been given up. 
Again, if merchandise is sold and a note is taken for it, the business 
has received the note (a written promise to pay the cash) for the mer- 
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chandise that has been gives up. Still again, merchaQdise may be 
sold to a person and he may give his oral promise for it. In this case, 
.the business has received his oral promise for the merchandise that 
has been given up. 

A record of the oral promises is kept by using the name of the 
person who gives the oral promise to the business, or the name of 
the person to whom the business gives its oral promise. This promise 
may be only an implied one ; as when a person makes a purchase and 
leaves the place of business without having said anything about a settle- 
ment. Custom allows this when the persons are acquainted, and makes 
the purchaser just as responsible as though he had formally given 
his promise in words. The record of such a transaction is kept the 
same as is that of an oral promise. Oral and implied promises are 
indicated in business by the expression "on account." 

The foregoing considerations will enable the student to understand 
the more formal statement of the principles governing the classification 
of the items of a transaction. 

1. By definition a debtor is one who owes, and by definition debit- 
ing is the act of indicating this condition ; hence, if a person owes a 
business on account, that is, if the business has received his oral or 
implied promise, the person is debited; or we may say the promise is 
debited, indicating whose promise it is by using the name of the person 
giving it. 

2. By definition a creditor is one who is owed, and by definition 
crediting is the act of indicating this condition; hence, if a business 
owes a person on account, that is, if the business has given its oral or 
implied promise, the person is credited; or we may say the promise 
is credited, using the name of the person to indicate to whom it is 
given. 

S. Since, by t^e second principle, a person is credited when the 
business gives its oral promise, it follows that if this promise is 
given for property which the business has received, property is debited 
in accordance with the principle of equal debits and credits. 

4. Since debit and credit express opposite conditions, to be consist- 
ent with the third principle, property is credited when the business 
gives it up. This can be shown also from the first principle and the 
principle of equal debits and credits. 

5^ Since, by the fourth principle, property is credited when the 
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bosineas gives it np, if it ia given up for a use or service which the 
buBiness has received, it follows that the ute or terviee is debited. 

6. Hence, from the fifth principle, it follows that uee or ierviee is 
credited when the business gives it. 

The foregoing may be more briefly stated as follows: 



1. 


Debit 


2. 


Credit 


8. 


Debit 


4. 


Credit 


6. 


Debit 


6. 


Credit 



the oral or implied promise 
(using name of person) 

when the business 



property when the business 



use or service when the business 



receives it. 

gives it. 
receives it. 

gives it. 
receives it. 



The above statements may be summarized in the following 
GsNBBAL Rule fob Journalizing: 



I all that the butineit I 
[givet up. 

The student should master this general rule and the explanations 
leading up to it. Then if he will note its application to a few simple 
transactions, it is believed that he will not have di£5culty in journaliz- 
ing ordinary transactions. 

If the student is called upon to journalize transactions that involve 
items that are new to him, this consideration may be helpful : classify 
the items that are already familiar; then, remembering that the funda- 
mental principle of equal debits and credits is always to hold, place the 
new item so as to make the debits equal the credits. 

As transactions involving new items are introduced, the application 
of the rule to them will be noted. 
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DJTRODUCTOEY SETS 

The aim in these iDtroductory seta is (1) to familiarize the stadent 
with the rule for journalizing as it is applied to simple transactions, 
(2) to acquaint him with the process of posting, and (8) to explain the 
manner of balancing and roopening ledger accounts. 

To illustrate these points, let ua give our attention to the following: 

EXERCISE FOR ILLUSTRATION 

Jan. 1. Boaght merchandise of B. F. Butler on account, $800. 
2. Sold merchandise to i, W. Brown on account, 9240. 

5. Sold merchandise to B. C. Wylie for cash, 9190. 

4. Bought merchandise of B. F. Butler on account, $295, 

6. Sold merchandise to J. W. Brown on account, tl25. 
6. Sold merchandise to J. U. Dawson for cash, $234. 

8. Paid B. F. Butler cash on account, 9320. 

9. Sold merchandise to J. W. Brown on account, 9168. 

10. SqM merchandise for cash, 994. 

11. Received cash of J. W. Brown on account, 9275. 
14. Bought merchandisfl of A. K. Lowry for cash, 9335. 
Merchandise inventory, 9460. 

SUQOESTION. It will aid the student in fixing these fundamental 
processes in mind, if he will wiite this exercise in his own books, step 
by step, immediately after the explanation of each point is read. 
Merely copying the illustrations on pages 11 and 14, however, wHl not 
have any great value. 

Let us apply to these transactions the general rule for journalizing 
(jpage 8) to determine which items are to be debited and which 
credited. 

Jan. 1. In this transaction evidently the busiaess has received mer- 
chandise. Hence by the rule merchandise should be debited. The 
expression "on account" indicates an oral or implied promise. In this 



10 COHPBBHBMSIVE BOOKKEEPING 

case tho business has given the promise to B. F. Batler. Hence, by 
the rule, the promise is credited. Ttiis is indicated by using B. F. 
Butler's name. To make the journal show these facts, proceed as fol- 
lows: place the date, January 1, 190-, on the blue line that you find at 
the head of the page of your blank book. Then write the word Mer- 
chandite on the firBt ruled line at the extreme left of the wide column, 
and on the same line, in the left-hand money column, place the amount, 
$800. Write B. F. Butler't name on the next line, commencing about 
the middle of the wide column. Place the amount of the transaction, 
9800., on t^e same line, but in the right-hand money column. (If 
your blanks have a vertical line dividing the wide column, commence 
Butler's name just at the right of this line.) Notice the arrangement 
of the record of this transaction in the journal on page 11. 

BxNABKa. 1. Some write Dr., the abbreviaUon far debtor, after Herchsndlae, and O., 
the abbreviation for credit or creditor, after B. F. Bntler'a name. This is not iiiirfiiiji, 
but maf be done, If it te deaired. It la the rule to pliM» the debit Items at the left and the 
credit iteoiB M the right, and the debit amoanta in the left-hand money colomn and the 
credit amoante in the rigfat-hand money column. Hence the podtloa indleatM whieh 
items are debited and which are credited. 

2. When an amount consista only of dollare, the manner of recording It In the books 
la not nnlform. Some leave the eolomn for cents blank ; othen inaert ctpheia in this 
column ; and others still put a dash in the column tor cents. The first method has the ad- 
vantage of saving time \ tbe second and the third have the advantage of showing tiiat there 
has Iwen no oversight, and also make it more difBcnlt to change the amount afterward 1^ 
Inserting figures in the column for cents. 

Id this text-book, when an amount consisle only of dollan the colomn for cents, la 
most cases, has been left black. 

Jan. 2. The expression *' on account " in this transaction indicates 
that the boainesa has received J. W. Brown's oral or implied promise ; 
hence this promise (using Brown's name) is debited. The business 
has given up merchandise ; hence merchandise is credited. This is 
to be arranged as shown in the journal on page 11. Notice that its 
date figure, £, is to be placed on the first line below the preceding 
entry and in the middle of the wide space, or just at the right of 
the vertical line, if there is one. Then </! W. Sroum and Merchandiu 
follow on the next two lines. It is not necessary to repeat the name 
of the same month with the date until commencing a new page. 
Then the month with the day and year should be placed on the blue 
line at the head of the page as explained under January 1. 

Jan. 8. In this transaction the business has received cash ; there- 
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fore casli is debited. And merchandiae has been given up; there- 
fore merchandise is credited. This is to be ariaaged as riiown in the 
journal on page 11. 

Jan. 4. Same as the Ist. 

Jan. 5. Same as the 2nd. 

Jan. 6. Same as the 3rd. 

Jan. 8. Id this case the business has given up cash ; therefore 
cash is credited. And the business has received back a part of its 
promise given to B, F. Botier on January 1 ; therefore the promise 
(using Butler's name) is debited. 

Jan. 9 and 10 are the same as the 2nd and the 8rd respectively. 

Jan. 11. Cash is received in this case, and therefore cash is debited. 
The business returns J. W. Brown's promise received at a previous 
time ; therefore the promise is credited by using J. W. Brown's name. 

Jan. 14. Merchandise is debited, because it is received. Cash is 
given up, and therefore it is credited. 

Rdliho. It will be good drill lor the atndent to rule under each tnuiaactioii ; bat 
thia ma; be omitted M the diacretion of the teacher. If the ralfng la done, it should be 
exactly npoa the bine line ; and It and all other ruling ahoold be done with red ink, 
unlesB it baa been decided to discard red ink. The mling of the journal on page 25 
ma; be used aa a model for this work. For a journal witbout this ruling, see page 11. 

BavARK. Some place the word To before the eredita in tbe joninal. In reading Ibe 
journal entry it ia conTenlent to oee it. Tbe bookkeeper would read Uie entry under 
January 1, tbua: "Merchandise debtor to B, F. Bntlei, fSOO," or " Uerohandiae U>B. F. 
Bntlra, 9800." 



THE LEDGER ACCOUNTS 

After the preceding exercise has been journalized, tbe items pertain- 
ing to the same person or thing are to be collected in the ledger under 
a single title. [In the ledger, the left-band half of the p^e is used 
for the debits of the account and the right-hand half for the credits.] 
Proceed as follows : upon tbe blue line at the head of the first blank 
page in the ledger write the name of some account found in the 
journal ; as, Merehandite. The first item in the journal is a debit for 
merchandise. This entry, then, will be placed upon the left-hand half 
of the page. After writing the year, 190-, at the head of the date 
column, just above the head line (or just below the head line as 
some do), write the abbreviation, Jan., in the month column on the 
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first ruled line, and the day of the month, 1, in the next column. 
Iq the journal-p^e column, put the page of the journal, i, upon 
which the transaction is journalized ; and finally put the amount, 
fSOO, in the money column. Immediately after this baa been placed 
in the ledger account, insert the page of the ledger, 1, upon which 
it has been placed, in the uarrow column at the left of the word 
Merchandise in the journal. This shows that thia item has been 
transferred and where it may be found in the ledger. Notice the 
arrangement of this in the illustration. 

The next item in the journal is a credit for B. F. Butler. Write 
his name a few lines below Merchandise. This being a credit, it is 
placed ou the right-hand half of the p^e on the first blue line under 
the title in a manner similar to the one employed in recording the 
debit of merchandise. Be sure to check it in the journal as soon 
as the entry is made in the ledger account, (pp. 11 and 14.) 

The next item in the journal is a debit for J. W. Brown. Open 
an account with him a few lines below the last account, and make 
the record on the debit side of his account in a manner similar to 
that followed in the account with B. F. Butler. 

The next item in order is merchandise. This being a credit, it 
must be placed upon the right-hand half of the page under its ledger 
title. It is placed on the first ruled line as shown, and checked in 
the journal. 

Proceed in the same manner until all the items have been trans- 
ferred from the journal to their proper ledger accounts. 

BALANCING THE ACCOUNTS 

Let us give our attention to B. F. Butler's account. Add each side of 
the account and find the difference, which is tT75. Upon the smaller side 
of the account, which in this case is the debit, write the day of the month 
in the date column, the word Balance in the wide column (item column 
it is called), and the difference, $775, in the money column, all in red 
ink.' Then rule a single red line across each money column, placing 
them exactly upon the same blue line. Do not extend these lines across 
the check columns. Below these place the footings, $1095. The debit 
and credit footings should always be upon the same line. (This may 

' See » ObeerTationa" on page 88. GtJOQ Ic 



COHPREHENBIVB BOOKKEEPINQ 



,»t- 






\ 


WMUHT 


1 


^ 


Id^ 




.-ou. 




Ah 


, 




/ 


/'i?^ 


&A. 




/ 


-2<^^ 






'A 




/ 


2-f<f 






3 




/ 


^fP 






/M 


^^. 




^Z^ 
f 






f 




/ 








tjC«.«3S^ 










/■tf 


^=L,.<^ai^- 






- 






Y\ 


■/J 




^£1} 















?(Sl^^5S^^si^ 





J- 


-I^^At-^t-cay 


/ 
/ 




r 


(Z^ 


r 


« be In red Ink. i-^ 


' 


JJ-d 












;L. 


/^ 




/^r 















Balancing the Accounts 16 

be better anderstood by noticing the account with J. W. Brown or 
that with cash.) Below the footings tule double red lines across all 
the narrow columns, placing the upper one of the two lines exactly 
upon the blue line.' This accouut is now balanced. To re-open it 
proceed as follows: transfer the balance to the opposite side of the 
account, writing it in black ink below the rulings. J. W. Brown's 
account and the cash account are to he treated in the same way. 

In balancing an account use the date upon which it is balanced. In 
re-opening the account use the date of the next business day, unless 
further posting to the account ia to be done on the day of balancing it. 
In that case use the same date for re-opening as for balancing. 

The credit side of B. F. Butler's account being the lai^er, the 
balance, $775, ehows the amount we owe him. The debit side of J. 
W. Brown's account being the larger, the balance, $258, shows the 
amount he owes us. In the account with cash, the balance, $148, shows 
the amount on hand. 

The debit side of the account with merchandise shows how much 
the merchandise has cost us, and the credit side shows how much it 
has produced for us. Hence if all has been sold the difference 
between the two sides will be the amount gained or lost on mer- 
chandise, — a profit or gain, if the credit side is the larger, and a loss, 
if the debit side is the larger. If there is any merchandise remain- 
ing unsold, it must be added to the credit side before the difference 
is taken. In the present case there is $460 worth unsold. This 
is determined in business by making a list of all the goods on hand, 
usually at the cost price. This is called "taking an inventory." 
Hence to balance the merchandise account, first put on the credit side 
the date, 14, the word Inventory in the item column, and the amount, 
$460, in the money column, all in red ink. Then find the difference 
between the two sides, which is $91. The credit side being the lai^r, 
this difference is a profit. Place on the debit side, then, it being the 
smaller in this case, the date, 14, and for explanation the word Profit 
and the amount, $91, all in red ink. Then foot the two sides, which 
now balance, and rule the account as in the other cases. Finally, to re- 
open the account transfer the inventory to the opposite side of the 
account, writing it below the rulings in black ink. The inventory shows 
the amount of merchandise on hand at the time of balancing the account, 

■ Some pKta raling the double red lloea in tbe ndddle of tba next epace. ~ [ 
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KothiDg more ia to be done with the profit for the presenL In the 
complete sets it will have further consideration. 

Below is given a cash account twice balanced to show how accounts 
will appear when repeatedly balanced and re-opened. 
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TRANSACTIONS CONTAINING PERSONAL, CASH, 
AND MERCHANDISE ITEMS 



Suggestion. The student may journalize the fiwt three or four 
of the following exercises as distinct sets, and transfer them to the 
proper ledger accounts, and balance and re-open the ledger accounts 
as explained and illnatrated on the preceding pages. Then the last 
two or three may be grouped. When the first exercise of this group 
has been journalized, transfer the items to the proper ledger accounts, 
checking them in the journal as already described. Then balance 
and rule each account, and bring the balances and the inventory below 
the rulings. Next journalize the second exercise of the group, and 
transfer its items to the same ledger accounts, and balanoe them as 
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before. And so proceed until all the exercises hare been journalized 
and transferred to the ledger. 

When each exercise is written as a distinct set, journalize, as a 
part of the exercise, the meraorandum in parenthesis, which is found in 
each exercise after the first ; but when two or more exercises are 
grouped aa one, omit, in journalizing, all those in parentheses after the 
ftrst one of the group. To illustrate this latter statement : suppose 
Exercises 4, 5, and. 6 are to be written as one set. Journalize the 
transaction of February 1, but omit those of the 11th and the 20th. 

Ledger Sp&ce. It will be necessary for the teacher to decide how many and which 
ezercisea of a set are to be written. Than tbe ledger space required for aBcb account may 
be determined by consuliing Oie table on pages 134 to 1S7. In bualueu tbe ledger space 
■hould be eeUinated from the probable number of eutries in the acoouot. 

ExEKCISE 1 
January, 190-. 

1. Bought merehandlae of Cook & Co. on acconnt, $1600. 
3. Sold merchatidlse to J. A. Adams on account, 9i60. 

3. Sold merchandise for cash, #125. 

4. Bought merchandlae of B. 0. Wallace on account, $970. 
6. Sold merchandise for cash. $300. 

0. Sold merchandise to J. A. Adams on account, $620. 
8. Paid Cook & Co. cash ou account, $760. 

5. Sold merchandise for cash, $200. 

0, Received cash of J. A. Adams ou acconnt, $780. 
10. Sold merchandise to L. W. Baxter on account, $06. 
Uerchandise inventory, $970. 

EXEKGIBE 2 

(tl. Bought merchandlae of B. C. Wallace on account, $070.) 
12. Bold merchandise for cash, $345. 
18. Sold merebandise to L. W. Baxter on acconnt, $286. 
16. Paid B. C. Wallace caab on account, $200. 

16. Sold merchandise lor cash, $426. 

17. Bought merchandise of Cook & Co. on account, $1260. 
16. Sold merchandise to J. A. Adams on account, $186. 
10. Received cash of L. W. Baxter on account, $240. 

20. Paid B. C. Wallace cash on account, $416. 
20. Received cash of J. A. Adams on account, $00. 
Ueichandise inventory, $1860. 

Exercise 3 
(22. Bought merchandise of Cook t Co. on acconnt, $1800.) 

23. Sold merchnndiRe to J. A. Adams on account, $795. 

24. Sold merchandise for cash, $076. 
26. Bought merchandise for cash, $100. 



.Google 



COMFBBHBNSIVB BOOKKEEPINO 

JmTMTJ, 190-, 

26. ReoeiTed cmah of J. A. Adams on Mconnt, IfiSS. 

27. Paid Cook t Co. cuh on acconn;, 9340. 

29. Sold meichuidlK lor caafa, $78. 

99. Bought merehftodlM ot B. C. Wallua on ftccoont, ISOIX 

30. Sold mercbuidiBe to L. W. Baxter on account, $106. 
81. BeceiTed cub of 3. A. Adama on aocoont, #10. 

81. Sold merchandiae for cash, fM. 
HeichaDdise inventoiy, 91375. 

Exercise 4 
Felmuiy, 190-. 

(1. Bought meTohandlae of B. C. Wallace on aooonnt, $1376.) 

5. Sold meichandiae for cash, 9220. 

8. 8dd merchandlHe to J. A Adama an acconnt, 9867. 
4. Paid B. C. Wallace cash on account, $200. 

6. Sold merchandlae for cash, 990. 

K. Bongbt merchandise of Cook & Co. on accoont, 9*00. 
0. ReceiT«d caah ot J. A. Adama on account, 9800. 

8. Paid B. C. Wallace casb on acconnt, 9270. 

9. Sold merchandise to L. W. Baxter oa account, 9^0; 
9. Sold merchandiae to J. A. Adama on acconnt, $98. 

10- Boo^t meicbandise for cash, 930. 
Meidiaodise inTuntorj, 91240. 

ExEBcisB 6 

(11. Bought meichandise of Cook & Co. on acconnt, 91240.) 

12. Bought merchandise ot B. C. Wallace on account, 92726. 

12. Sold mercbandlae for caah, 8690. 

13. Sold merchandise to L. W. Baztsr on account, 9880. 

18. F^d Cook t Co. caah on account, $200. 

16. Sold merchandise to J. A. Adama on account, 967C. 

19. Sold merchandise for cash, 980. 

IT. BecelTod cash of J. A. Adams on account, 9300. 
18. Paid Cook t Co. cash on account, #160. 
10. Sold merchandise for cash, 9060. 
, Merchandise inventot;, 91400. 

EZEBCISB 6 

(SO. Bought mercbandiae of Cook k Co. on acconnt, 91400.) 

23. Sold merchandise for caah, $060. 

28. Sold merchandise to A R. Houston on account, $800. 

24. Bought merchandise of Cook t Co. on account, 9100a 
26. Sold merchandise to L. W, Baxter on account, $470. 
26. Paid Cook ft Co. cash on account, 9800. 

26. Received cash of A. R. Houston on account, 9760. 

26. Sold merdiandlae to L. W. Baxter on account, 9886. 

27. Sold merchandise for cash, 9525. 

27. Received casb of A. R. Houston on account, $40. 
Herchandise inventory, 9600. ^ 
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SET B. TRANSACTIONS CONTAINING PERSONAL, CASH, 
AND MERCHANDISE ITEMS 

The treatment of this set la Bimtl&r to that at Set A. More care, howsTer, should be 
exeicleed, since in most of the tranBactions the studeDt most raalce the calcnJatlons to 
obtain the amoiinta. 

EXBRGiaS 1 

January, 190-. 

1. Bought of Wilaon k Co. on account, 100 bbl. floor at $G.20. 

2. Bought of Jamea Clark on accoant, 80 bbl. salt at tl.GD. 

8. Sold J. B. Smith oa account, 20 bbl. flour at #6.25 ; 10 bbl. salt at 93. 

4. Sold E. £. Whitins for cash, 26 bbl. floni at «6Ji5. 

5. Received cash of J. R. Smith on account, flOO. 
e. Sold B. S. Hibbard on account, 16 bbl. salt at $2. 

8. Bought of James Clark on acooont, 60 bbl. salt at 91.60. 

9. Paid Wilson & Co. cosh to i^ply on account, #150. 

0. Sold B. H, Crawford lor cosh, 30 bbl. floor at #6.26 ; 2S bbL aalt at #3. 
10. Sold E. a Hibbaid on account, 26 bbl. flour at fS^S. 
Ueichandise laventory, $120. 

EZEBCISB 2 

(II. Bought of James Clark on aocoont, 80 bbl salt at 41.50.) 
12. Bought of J. B. Buchanan on account, 140 bbl. flour at $6; 100 bbl. beef at tl2. 

18. Sold E. S. Hibbard on account, 60 bbl. salt at «2.2G; 30 bbl flour at t6.W; 

26 bbl. beef at $14. 
16. Sold A. S. EI7 for cash, 20 bbl. salt at $2.25 ; 10 bbl. beet at $14. 

19. Paid James Clark oaah to apply on account, $100. 

10. Sold J. B. Smith on account, 10 bbl. salt at $2 ; 16 bbl flour at $6..26. 

IT. Beceived cash of B. S. Hibbard to apply on account, $360. 

18. Sold B. C. HaatingH for cash, 60 bbl. flour at $6.76. 

10. Sold J. B. Smith on account, 10 bbl. flour at $6.60 ; 6 bbl. beef at #15. 

20. Beceivod cash of E. S. Hibbard on account, $126. 
Herchandiae inventory, $806. 

EXEBCISE 3 

(29. Boogfat of J. B. Buchanan on account, 36 bbl. floor at $G ; 60 bbl. beef at $12.) 

22. Sold A. S. Et; for CAsb, 26 bbl. floor at $4.80 ; 40 bbl. beef at $11. 

23. Sold E. S. Hibbard on account, SO bbl beef at $10.60. 

24. Bought ol Stryker Bros, tor cash, 40 bbl, salt at $1.40. 

26. Bought of Wilson & Co. on account, 80 bbl. pork at $12.60 ; 60 bbL salt at $1.40; 

28. Becelred cash of E. S. Hibbard to apply on account, $176. 

27. Sold J. B. Smith on account, 10 bbl. floor at $4.76 ; 16 bbl. salt at $1.60. 

29. Paid J. B. Buchanan cash to apply on account, $400. 

80. Sold E. 8. Hibbard on account, 80 bbl. pork at $12.26; 40 bbL salt at $1.60. 
31. Becelred cadi of J. R. Smith in full of account. 
Merchandise inventory, $063. 

Exercise 4 
Febraory. IMK 

(1. Bought ot J. B. Buchanan on account, 46 bbl. salt at $1.40 ; 60 bbL poik at $12. } 
2. Bought ot James Clark on aocount, 60 bbl. salt at $1.60; 80 btd. beef at $12; 
40bbl. pork at $11.60. 
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3. Sold A. S. Biy for cuh, SO bbl. salt M $1.00 ; 16 bbl. be«f at «14. 

e. Sold J. R. Smith oa account, 2S bbL salt at $I.aO ; SO bbl. beef at #14 ; 10 bbl 

poik at 912.50. 
S. Paid J. R. Buchanan CMh on MCouut, 950. 

7. Sold B. 8. Uibbaid on account, 10 bU. pork at 912.50. 

8. Sold B. C. HaatingB lor caab, 10 bbL beef at 914 ; 6 bbl. salt at 91.00. 
8. Received caah of J. R. Smith on account, 94W. 

0. Bought of Wilson & Co. on accmuit, 75 bbl. flour at 96Ji5. 
10. Sold MilU Bros, for cMh, SO bbL flour at $6.50 ; 6 bbL «lt «t 91-60 ; 8 bbl. beef 

at 913.60 ; 6 bbl. pork at $12.60. 
12. Paid James Clark caab on account, 9335. 
IS. Sold S. B. Arerj (or cash, SO bbl. flour at 96.50. 
IS. Sold J. R. Smith on account, 16 bb). flour at 96.26 ; 6 bbl poA at 918. 

14. Received cash of E. 3. Hibbard on account, 9100. 

15. Sold A. S. El; for caiih, 40 bbL salt at 91.60 ; S bbl. beef at 9ISJ>0; 
Herchaodlse inventory, 9B~6- 

EZEKCISE 5 

(16. Bought of Wilwin i Co. on account, 20 bbl. flour at 96.26 ; 16 bbL be«f at 912 ; 

SO bbL pork at $11.60.) 
le. Sold A. S. Ely for cash, 16 bbl. beef at $12.60; 40 bbl. pork at $12; 16 bbl. 

flour at $6.60. 
IT. Sold J. R. Smith on acconnt, 6 bbl. flour at 95.26 ; 10 bbl. pork at $12. 
18. Bought of James Clark on account, 100 bbl. salt at 91.25 ; BO bbl. flour at $6.26. 

20. Sold J. W. Brawn for cash, 30 bbL flour at 95.50 ; 26 bbl. salt at 91.60. 

SO. Sold E. 8. Hibbard on account, 20 bbl, tiour at $5.60 ; 10 bbl. pork at $11.50 ; 
5 bbL salt at 91.50. 

21. Received cash of J. R. Smith to ai^ly on account, $126. 

22. Sold J. P. White for cash, 25 bbl. floor at $5.60 ; 10 bbl. salt at $1.60. 

25. Bought of J. R. Bochanan on account, 80 bbl. beef at $12 ; 75 bbL flonr at $6 ; 

00 bbl. pork at $10.50. 

23. Sold J. W. Brown for cash, 16 bbl. beef at $12.60 ; 20 bbL flour at 96.50. 

26. Sold J. R. Smith on account, 20 bbl. beef at $12.50. 

26. Received cash of E. S. Hibbard on account, $200. 

27. Paid James Clark cash on acconnt, $125. 

28. Sold B. C. Hastings for cash, 45 bbl. beef at $10.60 ; W bbL pork at $9.60 ; 

20 bbl. salt at 91.40. 
26. Paid Wilson & Co. cash In foil of account. 
Merchandise inventory: 60 bbl. flour at 9600, $300 
40 ■' salt " 1.26, 60 
$360 
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COMPLETE SETS 

If the student has mastered the precedu^, he is now ready to 
write his sets in complete £ortii. There is presented od the follow- 
ing pages for his guidance a set completely written up in the day- 
book, the journal, and the ledger. The ledger is properly closed and 
re^opened, and is accompanied with the customary trial balances. 

THE DAT-BOOK 

As already stated, the day-book is a book of original entry. 
Often in practice the journal-day-book, sales book, purchase or invoice 
book, etc., are substituted for the day-book. The entries of the day- 
book should be concise, and yet full enough to leave no doubt as to 
the nature of the transactions. In the following memoranda of trans- 
actions, the most direct form of statement has not always been used, so 
that the student may have the practice of deciding upon a concise 
form. 

The student will observe that the first date should be placed on 
the blue line at the head of the p^e in his blank book, and all other 
dates in the center of the wide column on the first line after each 
transaction. (Some place the date at the left of each transaction, 
leaving a blank line between each two transactions. If this is done, 
an extra column will be needed at the left or the right of the wide 
column for the check column.) Begin the first line of each trans* 
action at the extreme left of the wide column, but leave a narrow 
margin between the items and this edge. If a transaction involves 
but one item, place the amount only in the right-hand money column, 
as on January 2 ; if it consists of more than one, extend the amount 
of each to the left-hand money column, and the total to the right- 
hand column. If you are at a loss at any time as to how to arrange 
any transaction, examine the day-book which follows. You may find 
a similar transaction. 
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The day-book may be ruled in the same manner as explained for 
the journal. 

Kon. It will be well ftt this point to coDsnlt the paiagnph od ■' The Jonnisl-Dfty- 
Book," page 66. 

TIm of Capftali. In this text-book when the names of articles aie tabulated, as in 
the daj-book, ther are capitalized. Usage oil this point, bowsTer, la not onltonn. 



THE JODKNAL 

The next step in order is to journalize the transactions of the 
day>book. The journal is a book in which the items of a trans- 
action are classified preparatory to transferring them to the ledger. 

The rule for journalizing has already been explained as far as it 
applies to simple transactions. Tts application to transactions involv- 
ing new items will be explained as they are introduced. Hence the 
student need not attempt to undetstand at this time the journalizing 
of notes (bills receivable and bills payable}, interest, etc. Transac- 
tions involving these items are included here merely to avoid the 
necessity of writing up new sets in which to illustrate them when 
they are introduced. 

As soon as a traneaction has been journalized, check it in the 
day-book either by a check mark, thus (^), as is shown in the trans- 
actions of January 1 and 2 on page 22, or by using the page of the 
journal on which the transaction is journalized, as is shown in all 
the transactions after January 2. The latter method is to be pre- 
ferred. 

PROPRIETOR'S ACCOUHT EXPLAINED 

In double entry it is necessary, and in single entry it is usual, 
to have an account in some form to represent the proprietor. By 
some this account is called the " Capital " account. But in these sets 
the student may use his own name as proprietor when no other one 
is given. If the proprietor begins business with aa investment of 
some kind, lui entry is necessary. To understand how the rule for 
journalizing applies to this, let us suppose that the student began 
by putting into the business SIOOO in cash. Think of it in this way : 
the business has received $1000 in cash; hence cash should be 
debited according to the rule. The business has given its promise 
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(implied) to the atudeot for the $1000; hence the promise is credited 
by using the student's name. The journal entry for this then would 
appear thus: 

Ctuk 1000.00 

Student 1000.00 

If at the time of opening a set of books there are both assets 
aud liabilities, the journal entry may be made in either of two ways: 
one is to debit the assets and credit the liabilities and then credit 
the proprietor for the difference, or the net investment. This plan 
is illustrated in the journal entry of January 1 on p^e 25. The 
other method is to make a separate entry for the assets and for the 
liabilities. The journal entry of January 1, if treated in this manner, 
would be aa follows : 

Fob the Assstts Fob the Liabilities 

Ca»h 2500.00 Student 700.00 

Mdte. 1450.00 Billt Pay. 700.00 



THE LEDGER 

The ledger is tiie book of accounts. 

After the transactions have been journalized, the items are to be 
transferred to the proper accounts in the ledger. This process is called 
posting. The manner of doing this has been explained already. It is 
customary to reserve the first place in the ledger for the proprietor's 
account. 

The ledger which follows contains the items posted from the pre- 
ceding journal. It contains also the entries which belong to the dosing 
and re-opening of the ledger. 

THE TRIAL BALANCB 

The object of the trial balance is to determine whether the ledger is 
in balance. It may be taken at such times as the proprietor may 
desire. Many firms take a trial balance each month. Banks take a 
trial balance, or proof of their books, each day. It is a precautionary 
step before closing the ledger. It should be taken immediately after 
the posting has been completed. Proceed as follows : add both sides 
of each account in the ledger, and place the sum, in small figures, 
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immediately below the last amount Use a sharp-pointed lead pencil 
for this. In no case use ink for these footings. [See merchandise 
acGoimt, page 28.] After all the accounts have been added, the foot- 
iugs are to be arranged tu the trial balance as exhibited below. (Or 
the footings of each account may be transferred to tho trial balance as 
i»ion as they are obtained.) If the sum of the debit footings equals 
the sum of the credit footings, it is usually taken as evidence that the 
ledger is in balance. Accounts -which balance may be omitted irom 
the trial balance. 

It will be noted that the bills payable account was balanced before 
January 81 ; hence in that case the amount below the rulings is used. 
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ERRORS AND THEIR DETECTION 



If the sam of the debit and the credit footings of the trial balance 
agree, it is fwr evidence that the ledger is in balance ; but it does not 
prove the correctness of all the preceding work. Errors may have 
been made in the day-book in the computations, or an amount may 
have been posted to the wrong account. Neither of these would affect 
the equality of the debits and the credits. If, on the other hand, the 
debit and the credit footings of the tiial balance do not agree, it is good 
evidence that one or more errors exist somewhere. 
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The followiug suggestions may be of use in helpings to locate 
errors : 

1. If the differeoce of the footings of the tri&l balance is in round 
numbers, as 1 cent, 10 cents, $1, 910, etc., the error may be in addition 
or subtraction. 

2. Some amount may have been omitted in posting; hence look 
through the journal for an amount equal to the difference of the 
footings. 

S. If the difference of the footings is divisible by 2, tii« error may 
have been caused by posting an amount equal to half the difference to 
the wrong side of some account. Look for such an amount in the 
journal. 

4. If the difference is divisible by 9, the error may have been 
caused by transposing the figures in some amount. 

5. If the error still exists, carefully review the posting, checking 
with a lead pencil each amount in the journal as well as the corre- 
sponding amount in the ledger. If the error has not been located by 
the time all the posting has been reviewed, look through the ledger to 
see whether one or more amounts are imchecked. If so, they probably 
have been posted twice. 

As a pi-ecaution ^^ainst the trouUe of locating errors use the 
utmost caxe in all the work. 



CLOSING THE LEDGER' 

The expression, " closing the ledger," is more technical than explana- 
tory. The ledger may be closed at such times as the proprietor may 
desire, but usually it is done once a year. 

Pbeliminary Remarks. The accounts in the ledger may be 
divided into two classes : 

1. Those that show either an as^et or a liability. 

2. Those that show either a profit or a loss. 

(The accounts belonging in these two classes are indicated in the 
"tabular view of bookkeeping" on page 4 under eharacteristiei.') 

' Some prefer closing the ledger by means of & joamal entry insMad ol b; the method 
here ezpUlned ; but thU being x first book, It U not thought beet to explain in detail mora 
than the one metliod. , 
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It mil be belpfnl to note which sides of the accounta show these 
facts. Id personal aoooants -the debit side shows how much is dae, 
and the credit side how much is owed. Therefore, if the debit side of 
a personal account is in excess, the difference is an asset ; but if the 
credit side is in excess, the difference is a liability. 

In the cash account the debit side shows how much cash has been 
received, and the credit side how much has been paid out. In this 
account the debit side will be the larger if there is any difference, as 
it is not possible to pay out more cash than has been received. This 
difference is the amount on hand and is, therefore, an asset. 

In the merchandise account the debit side shows how much the 
merchandise has cost, and the credit side how much it has produced. 
If all has been sold and the debit side is in excess, the difference is a 
loss ; hut if the credit side is in excess, the difference is a profit. If 
there is any merchandise unsold, the value of it must be subti'acted from 
die debit side or added to the credit side before the difference is taken. 
The former is the theoretical method, but the latter is the more con- 
venient and is the one used in business. 

In the expense account are entered those items of outlay incidental 
to the conducting of the business. These are losses and occur on the 
debit side of the account. 

In the interest account are entered the sums paid for the use of 
money borrowed and the sums received for the use of money lent. 
Sums paid for the use of money are losses, and the sums received are 
profits. Later we shall learn that interest is debited when we pay for 
the use of money, and credited when we receive pay for the use of 
money. Hence, if the debit side of this account is in excess, the differ- 
ence is a loss ; but if the credit side is in excess, the difference is a 
profit. 

If new acconnts, as they are introduced, are examined in a manner 
similar to the foregoing, it will be found that for all accounte the fol 
lowing statements are true : 

1. If the debit side of an account is in excess, the difference is an 
asset if the account belongs to the asset and liability class, but a loss if 
it belongs to the profit and loss class. 

2. If the credit side of an account is in excess, the difference is a 
liability if the account belongs to the asset and liability class, but a 
profit if it belongs to the profit and loss class. 
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Only such ot these statements as relate to the profit and lofls 
accounts are immediately needed, but the others are best con- 
sidered with them and will be useful later in connection with the 
making of statements of assets and liabilities, and of profits and 
losses, pages 88 to 91. 

Object of Closing the Ledger. The object of closing the ledger is to 
cause the proprietor's account to show, in a single amount, the present 
worth. To cause it to do this, it is not necessary to disturb any 
accounts except those that show profits or losses, and the proprietor's. 
This cannot be too strongly ui^ed, for the student is liable to receive 
the impression that it is necessary to balance all the accounts when the 
ledger is closed. 

Explanation of Process. (The student will be aided in understand- 
ing this process by copying in his book the preceding ledger up to the 
point at which it is ready for closing, and then performing the work of 
closing, step by step, in connection with the explanations.) 

In the illnstratire ledger on pages 28-30 the only accounts showing 
profits or losses are those with merchandise, expense, and interest. To 
close the ledger, then, proceed as follows : open a profit and Ion account 
in the ledger. This is an account into which the profits and the losses 
are collected from the different accounts showing them. The merchan- 
dise account being the first in our ledger that shows a profit or a loss, 
we give our attention to it first. There is $1765 worth of merchandise 
unsold. Enter this as follows : on the first blank line on the credit side 
of the account write first the date, 31, then in the wide column, the 
word Inventory^ and in the money column the amount, $1765, all in red 
ink. Then find the difference between the debit and the credit sides of 
the account, which is $247. The credit side being the larger, this is a 
profit. Enter this on the first blank line on the smaller side of the ac- 
count, the debit in this case, putting first the day of the month, 31, then 
for explanation Profit, and finally, in the money column, the amount, 
9247, all in red ink. Now, foot up and rule the account as shown. 
Then transfer the inventory to the opposite side of the account, writing 
the date, the explanation, and the amount in black ink below the 
rulings. Next turn to the profit and loss account and enter the profit, 
$247, on the credit side. Write the date, Jan. 31, and in the wide 
column, Merehaadiae (the name of the account from which it comes). 
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in the page column the page of the ledger from which brought, and 
finally the amount, 9247, all in black ink. Immediately after doing 
this insert in the p^e column of the merchandise account on the same 
line with the word Profit, the page of tlie ledger upon which the profit 
and loss accoant is found. This shows that the profit from merchan- 
dise has been transferred. 

The next account showing a profit or a loss is that with expense. 
There remains unpaid rent, |l40. Since this is a liability, it will in- 
crease the loss as shown by this account ; hence enter it on the debit 
side, in red ink, using for explanation Unpaid Rent. Inventory 
could be used, but Unpaid Rent better explains its nature. Then 
find the difference between the two sides, $95.20, and enter it, in red 
ink, upon the smaller side (the credit), using for explanation Lott. 
Foot up and rule the account. Transfer the unpaid rent to the oppo- 
site, or credit, side of the account below the rulings. Then transfer 
the loss to the debit side of the profit and loss account, using for 
explanation Bxpenie, the name of the account from which it is brought. 
Insert the ledger pages in both accounts as instructed in the case of 
the merchandise account. 

The next account is that with interest. There is no inventory 
in this case, hence find the difference between the two sides, f 25.98., 
which will be a loss, as the debit side is the larger. Enter this upon 
the smaller side (the credit), in red ink, using for explanation Loea. 
Foot up and rule the account. Then transfer this amount to the debit 
side of the profit and loss account, entering it in black ink and using 
for explanation Tntereit. Insert the ledger pages as before. 

All the profits and the losses have now been collected into the profit 
and loss account, and the difference between the two sides will be the 
net profit or the net loss. As the credit side is the lai^er, it will be a 
profit of tl2B.82. Enter this amount on the smaller side (the debit), 
in red ink, using for explanation Student' » Net Profit. Foot up and 
rule the account. Transfer this net profit to the credit side of student's 
account, using for explanation Net Profit. This is written in black 
ink. Insert the ledger pages as before. 

The difference between the two sides of the student's account will 
now show his present worth. Enter this amount, $3375.82, on the 
smaller, or debit, side in red ink, using for explanation Pretent Worth. 
Foot up and rule the account. As the student's account now shows 

— ^l^^ 
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the present worth, our objeot haa been accomplished. Then transfer 
the present worth to the opposite side of the account, in black ink, 
below the rulings, and the ledger is in proper condition to continue 
the record of the business for the next period of time. 

Certain other accounts in this illustrative ledger have been balanced, 
but not as a part of the process of closing the ledger. It is intended 
that the student use this as a general reference set ; hence as many 
different things as possible have been illustrated. Other accouuts may 
be balanced at any time there is an occasion for so doing. In case an 
account balances with a single amount on each side, it may be ruled as 
illustrated in the bills receivable account. R. S. Brown's account 
shows how to treat an account that balances with more than one entry 
on one or both sides. The bills payable account and the account with 
S. E. Avery show how to balance and re-open an account when the 
sides are unequal. 

Observations. Every time a red ink entry is placed in any ledger 
account it is transferred to the opposite side of the same or of some 
other account and entered in black ink. Thus the ledger is constantly 
kept in balance. 

Some do not use red ink as explained, but indicate these entries by 
using a different style of writing. 

THE SECOND TRIAL BALANCE 

After the ledger has been closed, and all inventoiies, etc., have been 
brought below the rulings, it is advisable to take a second trial balance 
before proceeding with the subsequent work, to see that no errors or 
omissions have been made. Such a trial balance of the ledger as it 
now stands is here presented. It includes all accounts that have been 
re^opened and all that were not balanced. From each account that has 
been re-opened the amount transferred below the rulings is taken, and 
from the accounts that were not balanced the debit and the credit 
footings are taken. 

This may be added to the first trial balance by having two more 
money columns at the right, and placing these amounts opposite the 
names of their respective accounts. 

Some prefer to assume that this work has been correctly done and 
not to take a trial balance until the next regular time for doing so. 
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Some prefer a trial balance in which the differences of the debits 
and the credits are used instead of the footings. If this plan were 
followed in the preceding trial balance, it would appear as given below. 
The one on page 31 could be rendered in this manner also. This form 
is convenient when all the accounts in the ledger are to he balanced. 
It can then be followed as a guide in balancing every account except 
the proprietor's and those that have inventories. 
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COHDENSED DIRECTIONS FOR WRITING A SET 

It is thought that the explicit directioDs given on the preceding 
pages for writing a set will make the process plain to the student. 
Nevertheless, briefer directions may be of advantage to him. For this 
purpose there is given here the following condensed directions for 
writing a set: 

1. Enter transactions in the day-book. As a rule each transaction 

will begin with Bought, iSold, Received, or Paid. 

2. Journalize. 

S. Post. Notice that the classified items do not change sides. (The 
student may be less likely to post to the wrong side of an ac- 
count if he first poets all the debit items, and then posts the 
credit items.) 

4. Take trial balance. 

5. Make statement. (This may be omitted, or made after closing the 

ledger.) 

6. Enter inventories in proper accounts in red ink, if the ledger is to 

be closed. [See Merehandite and Expenie, pages 28 and 29.] 

7. Close the ledger : 

1. Close accounts showing profits of losses into the profit and 

loss account. [See Merchandiae, Sxpenae, Intereit, pages 
28 and 29.] 

2. Close the profit and loss account into the proprietor's (or 

partners') account. [See Profit and Lou, page 30.] 
S. Close proprietor's (or partners') accoimt. [See Student'B 
account, page 28.] 

8. Re-open the ledger, if work is to be continued in the same set : 

1. Transfer the inventories, if any, to the opposite side of the 

accounts, writing them in black ink below the rulings. 
[See Merchandite, Exptiue, Interest, pages 28 and 29.] 

2. Transfer the present worth (or insolvency) in the proprietor's 

account to the opposite side of the account, writing it in 

black ink below the rulings. [See Student's account, 

page 28.] 

Ndtc. Do not close any other class of accounts at the Ume of closing the ledger, tmleaa 

there in a special reason for doing bo. They may be closed at any time that this special 

reason occius, as: (1) Wfaea an acconnt la settled; (2) Wben the footings become very 
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Ikrge ; (3) Wlien the bottom o( a page is leached, uid it is desired to tnnsfer the balance 
to a new page ; (4) Wben It Is desired to tianater the bahtDcea of all accounts to a new 
ledger, etc. For the manner o( closing auch accounu, see Billt Rectivable, BUl» Payable, 
8. E. Avery, and B. B. Brova, pages 29 and W. If there Is no special reason for closing 
W) account, allow It to remain open ; aa, Cath, J. M. Steele, and S. E. Henry, pages 28-30. 

EXERCISES IN CLOSING THE LEDGER 

There are given here a few exercises for drill in closing the ledger, 
before proceeding with the next set. The student should first copy in 
his ledger the accounts as here presented. Then he should close the 
accounts that afFect the present worth, following the directions of the 
seventh step, p^e 38, and consulting the models of the preceding 
pi^s. After this has been done the accounts not affecting the present 
worth may be closed so aa to leave the ledger with a finished appear- 
ance. If the student is at a loss to know whether any particular 
account belongs to the profit and loss group, he should consult the 
tabular view of bookkeeping on page 4. 

EXERCISE 1 
In this exercise ooe an inTentory of 9300 for merchandise. 
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EXERCISE 2 
In thla exerclM the inventory for mercbandise ms; be 91200, Hid for expense, 9275. 
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EXERCISE 3 

In tut exatolM the atndeDt should fliat cop; only the July Iteme of euh Bcconnt, 
leATing ipace euoagb for the itema at August and September. Then he ahould cloee and 
KKipen the ledger, following the seventh and eighth stepe on page 38. Next the items foe 
Anguat ehoald be copied in their reBpectlve occounU, and the ledger cloeed and re-opened 
IS before. At the end of July and of August the accounts not affecting the present north 
need not be cloeed, but at the end of September all the accounte may be closed, but 
nothing brought below the mtings. This leaves the ledger with a finished appearance. 
This lost snggeetion may be followed generally when finishing a set, nnleas the tescber 
instructs otherwise. 

The following Inventories may be used for this exercise — For July 31: merchandise, 
9600 ; real estate, $826. For August 31 : merchandise, 9675 ; real estate, 93O0 ; expense, 
9220. For September 80: merchandise, 9&60,' real estate, 9640; expense, 92IS. 
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II additional drill on cloeing ttie ledger la desired &t this point, the atudeot may make 
s with a few enUiea in each, aiid then proceed as iu tlie preceding e: 



SET I A. TRANSACTIONS INVOLVING EXPENSE INTRO- 
DUCED 

Expense is one of the use and service accounts. Uses and services 
ai-e given and received on the same basis as property, that is, they are 
bought and sold. The term use is applied in speaking of things; the 
term service in speaking of persons. There are many varieties of uses 
and services, such as expense, interest, commission, salaries, etc. 

Expenae usually includes all items incidental to the conducting of 
a business ; as, rent, freight, postage, clerk hire, etc. 
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JonnuUslnK. Aa to fllnstfatlon szuuiiw (he tniwactloii of Juiiiarr S In Exerciae I, 
which follows. In this cue the coal has been bought (or the nae of the bnaiiieM, sod 
hence U debited. The tnuMactkm ehoald be jonnialiied aa shown hcFe: 
I^pente 80.00 

ComH 80.00 

See also the trutMcUon of Itnaaxj 9 in the day-book Kod the Joonikl of the llliistr»- 
tlTe Kt, pages 22 and 26. 

In closing the ledger this account doses Into profit and loss. See 
the expense account in the illustrative ledger, p^e 29. 

SttooESTioHB. The B seta hare nnmerooa items Id the traasactiona, and conaeqnentl; 
are better suited for llimtnting the daf-book than the A seta; henoe the day-book may 
be omitted In thia aet at the diacretlon of the teacher. If the day-book !■ omitted, the 
Bindent may Journalize aa heretofoie the exercises of this set and poet them. Then he 
should close the ledger, following the dincdons and the Ulnatiationa gJTen on pagea 28-38. 
Each of the exercises may he written aa a separate set, or several of them may be gronped 
under one set of ledger tltlea aa explained on page 16. It two or more exeicisM aie 
grouped, the ledger aboald be closed and re-opened after each exitrcise is pOMed. 

If the day^xmk is written, the soggestioaa of Set I B dionld be read. 

EXEBCIBX 1 

Jannaiy, 190-. 

1. Began business with cash, 92800. 

2. Bought merchandise of C. T. Lewis on account, 98600. 

3. Sold merchandise to James Diltz on aocotmt, #840. 
ft. Faid cash tor coal for use of store, 980. 

8, Bonght merehandiae tor cash, 9800. 

10. Received cash from James Diltx on acoount, 962G. 

11. Bold merchandise tor cash, 9630. 

18. P^d C. V. Lewla cash on account, 93010. 

15. Sold merchandise to Jamea Diltz on aocoont, 9260. 
90. Bonght merchandise of C. V. Lewis on aeeonnt, 9420. 
80. Paid clerk hire for month In cash, 976. 
Herchaudise iuTenlory, 9^600. 

Exercise 2 
February, 190-. 

(I. Begaubualness with merehandiae, 92600.) 
2. Bonght merchandise of C. Y. Lewis on account, 9640. 

4. Sold merchandise for cash, 9860. 

6. Paid cash for set of books for store, 9^- 

8. Sold merchandise to James Diltz oa account, 9640. 

10. Paid cash (or repairing furniture, 916. 

11. Received cash of James Diltz on account, 9100. 

12. Paid C. Y. Lewis cash on account, 9333. 

16. Jamea Diltz paid me cash on account, 9220. 
20. Paid cash (or merehandiae, 9360. 

26. Bold merehandiae to Jamea Diltz on aocoont, 927S. 
28. Paid month's gas bill In cash, 918. 
Herchandiae inventory, 92020. 

Do.zeooyGoOgle 
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EZSKCISE 3 

March, IW-. 

(1. Began InuinHa with merchandise, 93080.) 

2. Sold merchandlae tor cash, 1260. 

8. Sold merchandise to James DilU on accoont, (470. 

fl. Bought BtOTe loT nore, paying cash, 925. 

8. Sold merchandlae for oaab, 9140. 

10. Sold mercbandLse to John White on acoonnt, 9480. 

12. Paid cash tor repaiia on atore, 9140. 

16. Rectived out ot Jamea Diltz on accoont, 925. 

IB. Sold merchandlae for cash, 94TS. 

Sa Paid cash for stationery and postage, fS.W. 

26. Sold merchandise to John White on account, 928O1. 

SO. Sold merchandlae tor oaah, 9460. 

80. Paid clerk hire In caab, 900. 
HeTcbandiae all sold. 

EXSBCISB 4 

April, 190-. 

(1. Began hnelneavrith cash, 91I2S.40.) 

8. B&ught set of books tor store, paying cash, $16. 

4. Bought merchandise of C. V. Lewis on aocoant, 9103IX 

6. Sold merchandise for caah, 9346. 

8. Sold merchandise to James Dilti on account, 9660. 

a. Received cash ot A. E. Small tor merchandise, 9248. 

10. Received caab ot Jamea Diitz on account, 916. 

10. Paid cash for rent of atora, 942. 

18. Paid C. V. Lewis on account, cash, 91017.40. 

26. James Diltz paid me cash on account, 920. 

29. Sold merchandlae to John White on account, 932S. 

SO. Paid freight biUs for month in cash, 978. 
Merchandise Inventory, 9800. 

EXEKCISE 5 

Hay, 100-. 

(1. B«gan bnstness with merchandise, 9SO0.) 

8. Sold merchandise to Jamea Dilti on acoooDt, 9i40. 

6. Sold merchandise for cash, 9I8O. 

6. Pt^d cash tor varnishing counters, 912.60. 

8. Sold merchandise to John White on account, 9160.60. 

9. Bought metcbandiae ot C. Y. Lewis on accoont, 9T20; 
12. Paid cash tor coal for use ot atore, 9*^2.76. 

16. Jamea Diltz paid on account, cash, 9240. 

20. Soldmerchandlaeto'John White on account, 9800. 

26. John White paid cash on account, 9726. 

81. Paid electric light bill in cash, 913.70. 
Merchandise all sold. 

Exercise 6 
Jane, W0-. 

(1. Began hostnesa with caah, 9IOO6.O6.) 
8. Bought merchandise ot S. A. Caldwell on account, 90OQ. 
4. Bold merchandlae to Jamea Dilu on account, 964.20. ^^ i 

,.„=... vLiOOglC 
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Jane, 10&^ 

6. Pftld frel^t Htd drajage la cuh, 410.40. 

8. Sold merchuidiae to John White od !UM»>nDt, #80.76. 

10. Beoelved caoh of JamM DUtz on scconnt, #50. 

12. Paid caah lor atationerj and sUmpa, #16.30. 

18. Paid S. A. Caldwell cash on account, #500. 

S3. Sold merchandlBe for caah, #68.20. 

S6. Paid S. A. Caldwell cash for balance due him on account. 

SO. Paid clerk hire in cash, #40. 

Iferchaudiaa inventor;, #7G0. 

SET I B. TRANSACTIONS INVOLVING EXPENSE 
INTRODUCED 

la this set the exercises may, in the first place, be copied in the 
day-book, referring to the day-book on pages 22 and 28 as a model. 
In writing the day-book there should be copied in it only snch matter 
as is to form a part of the set as the teacher assigns it. For example, 
if Exercises 2, 8, and i are to be written as one set, the memoraDdum 
of May 11 most be copied as a part of the set, bat those of May 20 
(the one in parenthesis) and June 1 should be omitted. Also, in the 
day-book record, there should be no break between the exercises of 
the set as thus written. It may be an advantage, however, to indi- 
cate in the margin the beginning of each exercise. In joornalizing, 
the checking of the day-book should not be forgotten. [See p^e 
24.] In other respects, follow the suggestions given in Set I A. 

EXKKCIBE 1 

Ma7, 190-. 

1, Charles Terry b^^ boBlDeaa with a cash capital of #3000; 

2. BoQ^t of J. F. Core on account, 800 lb. wool M 30^. 

2. Boa^t of W. H. Carroll on account, 200 yd. caaafmere at #t.3S ; 140 yd. TelTet 
at #1.10. 

8. Sold H. W. Speer on accoant, 400 lb. wool at 40^ ; 80 yd. caniioere at #1.60. 

4. P^d cash for coal for use ot store, #20. 

5. Sold J. A. Speck on account, 60 yd. cashmere at #1.60 ; 20 yd. velTet at #1.26. 
«. Paid J. V. Qon CMh on account, #240. 

9. Sold R W. Speer on account, 200 lb. wool at 40f ; SO yd. eaatlmere at #1.60 ; 

90 yd. velvet at #1.26. 
la Bongbt for caah TOO yd. broaddothat #2.60; 400 yd. ca^mere at #1.26; 430 yd. 

velvet at #l.ia 
10. Paid ca^ for stationery and postage, #17. 
HercluuidiM inrentory, #2866. 

EXEBCIBK 2 

(II. B. B. Morgan bcean hoslness with the foUowing : 200 Tb. woo] at 8D^ ; 440 yd. 
eaaslmere at #1.25 ; TOO yd. broadcloth at #2.60 ; MO yd. velvet at #1.10.) 



,,^lc 
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Uxj,Wi-. 

12. Bold J. A. Speck on e«coDiit, IGO lb. wool at 40^; 14& yd. oawimeiB *t 91.60 ; 
120 yd. broadcloth at 93.25. 

15. Sold for cash 50 lb. wool at ST)^; IflO yd. oaa^mera at 91.40; 160 yd. broadcloth 

at 93.76 ; 125 yd. velvet at 91-26. 
la. Paid freight bill In cash, 921.60. 

16. Sold B. W. Speer on acoouut, 100 yd. cacBlmero at 91-&0 ; 160 yd. broadcloth at 

9S.T6. 
U. Sold J. A. Speck on acconnt, 86 yd. oasdmeie at 9L10 ; 160 yd. broadcloth at 

93.76 1 126 yd. velvet at 91.25. 
IT. Paid gas bill In cash, 99.40. 
IT. Received coah of H. W. Speer od account, 9712.60. 
IT. Received caah of J. A. Speok on acoonnt, 914T2.T5. 

18. Sold for cash 120 yd. broadcloth at 9&60 ; 210 yd. velvet at 91.30. 

19. Paid drayage in cash, 98.25. 
HeTchandl«e all sold. 

EXERCISB 3 

(20. J. W. McCammon began badness. Investing caah, 937T9.60.) 

20. Bongbt of W. H. CuroU on account, 160 yd. casslmere at 91.20 ; 160 yd. velvet 

at 91.15. 

23. Sold B. W. Speer on aoconnt, 60 yd. casslmere at 91-36 ; SO yd. velvet at 91.30- 

24. Bought of H. D. Vance for caeh, 800 lb. wool at 2&f; 180 j± broadcloth at 

92.60. 
26. Sold J. A. Speck on account, 20 yd. caaalmere at 91.60 ; 16 yd. broadcloth at 

93.25; 20 yd. velvet at 91.3& 
96. Paid W. H. Cairoli cash on account, 92T6. 
2T. Sold H. W. Speer on account, 300 lb. wool at 37if; SO yd. oawfmeie at 91.85; 

60 yd. broadcloth at 93.26. 
2T. Received cash of J. A. Speck on account, 980. 
S9. Bongbt of H- B. Vance for caafa, 1600 lb. wool at 26^; 600 yd. broadcloth at 

92.50; 900 yd. velvet at 91.16. 
81. Paid clerk hire In cash, 956. 
Hercbandiae inventory, 93162.50. 

ExEscisB 4 
fane, ISO-. 

(1. Student began buelnesB with mercbandUe aafollowa: 20D0 lb. wool at 86^; 006 

yd. broadcloth at 92.50 ; lOOO yd. velvet at 91.16.) 
2. Sold C- A. Wilson on account, 600 lb. wool at SO^ ; 40 yd. broadcloth at 92.76. 
8. Bold for cash T5 yd. broodoloth at 92.75 ; 125 yd. velvet at 91.20 ; 200 lb. wool 
at 80^. 

8. Paid cash for stationery and stamps, 91G-30. 

4. Sold J. A. Speck on account, 400 lb. wool at 30^ ; 80 yd. broadcloth at 92.75. 
6. Bought of J. F. Qoie on account, 500 yd. broadcloth at 9^ ; 450 yd. velvet at 
91.06 ; 600 lb. wool at 20f. 

9. Sold C. A. Wilson on account, TOO lb. wool at 26^ ; 300 yd. broadcloth at 92.26 ; 

460 yd. velvet at 91.10. 
8. Received casta of C. A. Wilson on acconnt, 9860. 
0. Sold J. A. Speck on account, 225 lb. wool at 26/ ; ISO yd. broadcloth at 92.36. 

10. Paid rant of atore In cash, 926. 

11. Bon^t of J. F. Gore on account, 60 yd. broadcloth at 9^ ; 800 lb. wocd M Mf. i 
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June, 190-. 

13. SoldJ. A. 8p«ck<mMCoaiit,2G01b. woolU2e^;8007cLnltMM$1.10. 

13. F^ J. F. Gon eaatt on acooont, foao. 

16. Boldforca8b2a)yd. TelTetat91.10. 

16. J. A. Speck p^d cash on account, $600. 

Hercbandlae Inventoiy, $1692.36. 

EZEBCISE G 

(10. Student began biulneoa wlUi 026 Ot. wool at 30^; 660 jd. broadtdotli tt 92; 

446 jd. velvet at «1.05.) 
IT. Bought of W. H. Carroll on accoont, 840 yd. caialnieie at 91.16, 

18. Sold D. K. Long for caih, 126 lb. wool at 26^ ; 80 yd. caasiniere at 91.36. 
IS. raid freight In cash, 97.40. 

19. Sold J. A. Speck on acconut, 200 lb. wtml at 26^; 60 yd. caaaimera at 91.S6; 

126 yd. broadcloth at 92.20 ; 90 yd. veLvet at 91.10. 
90. Paid W. H. CarroU caab on acconnt, 986. 

21. Sold a A. Wilson on account, M lb. wool at 26f ; 106 yd. velvet at 91.10. 
33. Paid gaa blU in oasb, 98.26. 
28. Sold C. A. Wilson oDaocooDt, 1101b. wool at 26^; 30 yd. velvet at 91.10; 30 yd. 

caaslmere at $1.26. 
36. Received cash of C, A. Wllaon in full ol aecoont. 

26. Sold J. A. Speck on account, 100 lb. vrool at 26^ ; 10 yd. broadcloth at 92.S(>. 
28. Paid W. H. Carroll caab on account, 940. 
28. Received cash of J. A. Speck to apply on account, 9386. 
80. Sold D. R, Long for cash, 10 yd. velvet at 91.10. 
80. Paid clerk hire in cash, $00. 

Herchandiee iDventory : 00 yd. oasdmei« at 91.16 ; 416 yd. broadcloth at 9^ ; 
310 yd. velvet at 91J)5. 

PROUISSORT NOTES' 

"A promittory note is an unconditional promise in writiD^ made 
by one person to another, signed b; the maker, engaging to pay on 
demand or at a fixed or determinable fatare time, a certain sum in 
money, to, or to the order of, a specified person or to bearer." 

Parties. There are two original parties to a note, the maker, or 
the person making the promise, and the payee, or the person to whom 
the money is promised to he pud. There may be tubeequent parties to 
it. If the payee transfers it to another by indorsement, he is called an 
indortor, and the person to whom it is thus transferred is called an 
indortee. Ib the note illostntted on page 61 A. C. Branders is the 
maker and James R. Penn is the payee. (For indorsements see 
page 100.) 

1 The statements of law relating to notes made In this section are such as are gener- 
ally true. If It is desired to know the law in any parliculai stale, the atatutea ahould 
be examined or a competent lawyer consulted. , 
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HegotUblllty. The words negoixaliU and non-neffotiable as used 
in law bsTe a technical meaning, which should be distinguished from 
the ordinary meaning of the words. A negotiable note (or check, 
draft, etc.) is one which, if it passes into the possession of a third party 
before maturity, gives him an absolute claim against the maker. That 
is, the maker can not set up any claims against the note in settlement, 
even though he might have done so, had it remained in possession of 
the original payee. It is necessary, also, that this third party secure the 
note for a consideration and, at the time of securing it, be most not 
know of any claims that the maker may have against the payee. 

A non-negotiable note, on the other hand, is one which does not give 
the person to whom it may be transferred an absolute claim against the 
maker. That is, in settlement the maker may set up any claims that 
would have been valid, had the note remuned in possession of the origi- 
nal payee. To illustrate, suppose that A gives B his note for ^00 and 
that B transfers it to C ; and suppose also that before the note becomes 
due A has a claim of $100 against B. If the note is of the negotiable 
kind and C is in legal possession of it, in settlement he can collect the 
entire $S00 from A. But if it is of the non-negotiable kind, C can collect 
only the difference between the note and A's claim gainst B, or $200. 

The words indicating the quality of negotiability are order and 
hearer, or words of like meaning. If one of these occur in the note, and 
it has been property transferred, it is negotiable. If it is made pay- 
able to a certain person, and without the use of one of these words, it 
is non-negotiable. 

A nott -negotiable note is really only a contract and is governed by 
the law relating to contracts. 

Each of the notes on pages 61-53 is negotiable, and to be trans- 
ferred would require an indorsement. If the word bearer were substi- 
tuted for order, they would still be negotiable and could be transferred 
with or without an indorsement, hut it would be safer for the receiver 
to require an iudorsemeut. If the phrase or order were omitted from 
each, they would then be non-negotiable. 

Form and Reqalsltes of a Note. The form in which a note is 
written is only a matter of custom ; the law makes no requirements in 
this regard, though a few states specify certain words that must be in- 
cluded. There are certain things, however, that arc essential to a note. 
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These are indicated in tbe definition and are enumerated here more in 
detail. They conform aubetantially to the requiremente of the "negotia- 
ble inatmments law," which has been passed by a number of the states. 

1. It must be in writing. 

2. The name of the maker must be expressed with certainty. It 
can not be an alternative of several persona named. 

8. There mast be no uncertainty as to whom payment is to be made. 

4. It must contain a promise to pay and the promise must be 
unconditional. 

5. The note must be payable in money, and the amount must be 
definitely stated. It is usual for the amount to be written boUi in 
figures and in words. If there is a difference in the amounts as thus 
written, the one in words is taken as correct, as it is not so likely that 
a mistake would be made in the words as in the figures. 

6. The time of payment must be definitely stated or a time certain 
to occur. A note payable a certain number of days after the deal^ 
of a person would be negotiable, aa the event is sure to occur. But a 
note payable upon the recovery of a person from sickness would not 
be negotiable. 

7. In general a note must contain words of negotiability. These 
are order or bearer, or similar words. 

8. A note must be for a legal consideration. This is usually in- 
dicated by inserting the words value received. These words are not 
essential, however, and if they do not occur the consideration is implied. 

9. It must be delivered. Except in special cases, this is the final step 
necessary to perfect the execution of any written contract. As long 
as it remains in the hands of the maker (or of the drawee, if a draft) it 
is not binding. 

If a note is to draw interest, it muat be so stated ; otherwise it 
will not draw inf«re8t until after it is due, or until demand is made, if 
it is a demand note. 

Maturity. By the maturity of a note is meant the date when it is 
due. Sometimes this is specified iu the body of the note by mouth and 
day; as, " Ou August 1, 19(K I promise, etc." Sometimes it is made 
payable a certiun number of days, mouths, or years after a specified 
time. If this period of time is given in days, the exact number must 
be counted to obtain the date of maturity. If the time is given in , 
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monthB, a calendar month is meant, that is, from a certain day of one 
month till the same day of the following month, provided this fol- 
lowing month has the requisite number of days; otherwise it would 
end on the last day of the shorter month. To illustrate this last 
statement, suppose four notes are given respectively on January 28, 
29, 80, and 31, each for one month. Each of these would be due 
February 28, except in a leap year. If the time is in years, the rule 
is similar to the rule for months. 

In the foregoing, days of grace have not been considered. If 
they are to be taken account of, they should be added to the date as 
determined by the preceding considerations. 

In a majority of the states, if the date of maturity falls on a holiday 
or on Sanday, the note is payable on the next succeeding business day. 

Days of Grace. These are days, usually three, formerly quite 
generally allowed in addition to the time given in the note. Many of 
the states have abolished days of grace ; but when they are allowed 
interest is compnted upon them, if the note is an interest-bearing one. 
In this text-book they have not been considered in obtaining the date 
of maturity or in computing interest and discount. 

Id 1906 the onl3r eutes And torritoiieB that granted dnya of grace vere the tollowing: 
AklMiDa, Arizona, Arkansaa, Michigan, Mlnisalppl, Nebraska, Nevada, New Uezlco, 
North Carolina, Oklahoma, South CaioHntt, South Dakota, Tezaa, WaahingtAn, and 
Wyoming. 

Of the several varieties of notes four illustrations are here given : 

IITDIVIDaAL HOTS 



$ 800.00 3fo. 

LmU Roek. Ark., fid^f /O, 190... 

Due. 

™-w™.™i?i4.(Aiy (^y«.,^,^„„„.,„„a/?Ser dcUe, for value received, 

J promiw to pay — ~~. fa.'yKAo. ^. Bi^nm; or order, 

€ufM, fvwtuiAcd, a/ncC -^ — , Dollars, 

wUh interest from, xlat&....jat the raie of...A(/x.....:per cent 

per annuTn. 



This ia an ordinmry form of promiSBoiy not*. ^ 
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$9^g5.S0 Ao 

Topeka, Kanaaa, diupMt ^, 190... 

Due. 

^i/xti^ da/^^ af1>er date, for value received, 

wt. prtmbiae to pay ^. C dA»t.i^i!sy,______„„„„u;r order, 

at 7?1tA.€AA7it*.' BamA., 

. . 9oM,\, A/M/tui/iul Cu^tU^-^ve. a»ul ^ Dollars, 

with interest from:..-tiuUdt/\-CCy..Jii the rate of..x-i^t.,jper,eeni 
per €umum. 



Id thia note eaiih member of the firm is indiTidually respoiimble for its payment, 
bat iu caae suit is brought they must be sued together. 



$fH.S5 Jfo. 

Pittsburg, Kansas, c)fc;ftiW^ja- /, 190 

Due. 

^AmCy da/^ ffl/fer date, for value received, 

we^ promise to pay ^a/m-u^ ^iMt«.,-.^*,w.— ~^or order, 

d'na ku/fuiu^ ^o\tif-«Mf, a/tul j^ DollaTS, 

with interest from AoXa. a< the rate of-^jtMC^.-.-per cent 

ner annum. 

B. fC. CJi-mmA. 



This note in effect is the same as a partnership note, that is, each person idgning 
it is individually responsible for its payment, and in case snit is broi^ht all must be 
ened tt^ether. 
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$S00.7S J^O.... 

Cleveland, Ohio. ^U^mm^ BO, 190.,. 

Due.. 



,~s™™~~™tfM* y»M . after date, for value received, 

«iA, M. citkeA, of- it«., promise to pay.. ..J?. ^. jSwnt^yn. V' C»., 

or order, a^.— — ..— ..~— ^6«u-n^ •AatCo-nal Bam^, 



. : $wo- h/u/tuilAieei a/nd -^ Dt^lars, 

with interest front dat& ai the rate of..,AtAte.n.....per cent 

■per annum-, payable MAM^-iMvtvuiaXiAf, 



Id tide notaeachpeiscm signing it is indiviiluBlly responsible for itapayiDflDt, and 
in cue suit ia brought each may be sued separately, or they may be sued coUectiTsly. 

Kinds of Notes as related to the Proprietor. In relation to the pro- 
prietor notes are of two kinds : 1. Those which were issued by other 
persons and are held by him. These are called by the proprietor 
bUU receivable because he is to receive pay for them at some future 
time. 2. Those which wei'e issued by the proprietor and are held by 
other persona. These are called by him bUla payable because he must 
pay them at some future time. 

Joornalizlng. When other persons' written promises come into our 
possession we debit bills receivable; and when they are redeemed we 
credit bills receivable, because we then give the promiBes up. When 
our own written promises are isaued we credit bills payable, beonuse we 
then ^ve them up ; and when they are redeemed by us, we debit bills 
payable, because we then receive the promises back. 

It will be noticed that the same note is a bill receivable to the payee 
and a bill payable to the maker. 

In the second of the preceding notes J. C. Smiley, the payee, at 
the time the note comes into his possession would make the following 
entry, supposing it to be received on account: . , 
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BilU Bee. 425.50 

J. M. Swan ^ S<m 425.60 

At the time it is redeemed, if paid in cash, bis entry would be 
Omh 425.50 

BUU Rec. 425.50 

J. M. Swan St Son, the makers, would have for their entry at the 
time of isaue 

J. 0. Smiley 42B.B0 

BiOt Pay. 425.50 

and when it is redeemed 

BUU Pay. 425.50 

Oath 425.50 

Our entriea would be like those of J. M. Swan & Son or J. C. 
Smiley according to whether we were the payees or the makers. 

Ndtk. Bill* receWable and bills pajr&ble are always to be debited and credited for the 
face ol the note except when a partial payment te made. 

The Ledger. In the ledger the debit side of the bills receivable 
account shows the amount of the notes that have come into our posses- 
sion, while the credit side shows the amount of the notes that have 
been redeemed. The difference shows the amount of the notes still in' 
our possession, and is hence an asset. The credit side of this account 
can never he larger than the debit side, as we cannot dispose of more 
notes than have come into our possession. 

The credit side of bills payable account shows the amount of the 
notes that we have issued, and the debit side the amount of the notes 
that we have redeemed. The diCFerence shows the amount of the notes 
still outstanding, and is a liability. The debit side of this account can 
never exceed the credit, as we can not redeem more notes than we 
have issued. 

INTEREST 

Intereit is the use of money, and is paid for after the money is 
used. 

Computation. In this text-book all interest (and discount) is to be 
computed at six per cent, unless some other rate is mentioned; and 
860 days are to be considered a year, when the time is given in days. 
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Joomallzliig. If John Markbam paya the business $10 cash for 
interest, the business receives the cash for the interest ; hence interest 
(use of money^, which has been given, is credited, thus : 
Ca»h 10.00 

InUrett 10.00 

If the business pays Samuel Henderson $5 for interest, the business 
gives up the cash for the interest (use of money) which it has received, 
and interest is debited, thus : 

Interext 6.00 

Cash 5.00 

The student is cautioned not to be misled by the form of expres- 
sion frequently used in speaking of interest. If he reads, " I received 
interest, $15," he is apt to say carelessly, " Interest has been received ; 
therefore it is debited." The expression evidently means that cash 
has been received for interest. Tlie same care must be taken also with 
the similar statement, " Paid interest." With a thoughtful application 
of the rule, however, but little difficulty should be expeiienced. 

The Ledger. The interest account, being one that shows a profit 
or a loss, will close into the profit and loss account when the ledger is 
closed. See the interest account in the illustrative ledger, page 29. 

THE BILL-BOOK 

The hill-hook is a book in which is kept a record of notes and 
accepted time drafts. (Drafts are explained on p^e 96.) The hill- 
book given on page 56 presents the principal features of all bill-books, 
tliough they difEer in minor points. 

Besides this book many Erms handling a large number of notes 
keep also a book called a tickler. In this hook space is set apart for 
each business day, and the notes are recorded in it under the date 
when they become due. Hence, no matter when notes are received or 
issued, or for what time they are to run, all that become due on the 
same day are listed tf^ether in this book. 

THE JOURNAL-DAY-BOOK 

If the student has written the preceding sets according to instruc- 
tions, he should by this time understand clearly the difference between 
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the day-book and the journal. They have beeu kept separate to enable 
him to do this. This plan, however, is not commonly followed in 
modern bookkeeping; it is too tedious. There are various ways of 
lightening the work of a bookkeeper without in the least impairing 
the resolta. On the following page is one of them, termed the jovmaU 
day-hook. This combines two books into one. Thus we dispense 
with one book. There is considerable saving in writing, as the 
explanations, being written along with the journal expressions, need 
not be so full as when placed iu a separata book. There are dif- 
ferent forms of this book, but the following will be found a good 
one. The exercise of pages 22 and 23 is used, and enough is exhibited 
here to serve as a model for the student. The numbers used in check- 
ing the items in this jouroal-day-book refer to the p^es of the ledger 
illustrated on pages 28-80. 



SET II A. BILLS RECEIVABLE, BILLS PAYABLE, AND 

INTEREST TRANSACTIONS INTRODUCED 

IfoTB. The atudent will be able to write the A setg without the oompuUttlon of 
Interest, as the amounts txa given. 

SuaoBBTiOH. In tbie eet, and in kII futoie work In which a journal Is needed, OM 
the lonn given on page 68. If tbs blank boolu used have the wider of the two central 
colarans at the left, let the joamal and the da;-book colnmna as there shown change 
pUcea. If your blank books do not have a vertical line dividing the wide column, role 
■Qch a line, unless the wide column ia too narrow for tbis parallel arrangement. In the 
latter caae, the Journal portion of the record of a transaction may be arranged as vraa done 
on pa^ 26, and the day-txiok portion of the record of the same transaction written on the 
Unm immediately below. 

EzERCiaB 1 
Beptember, lOO— 

1. Began bosinesa with cash, $230. 

2. Bought merohaudisa on my note, $820. 

S. Sold merchandise to Peter Ball on acconnt, $126. 

4. Sold merchandise on noU, $360. 

fi. Bought merchandise of J. M. Coiilus on account, $730. 

fl. Received note of Peter Ball on account, $60. 

8. Paid interest due in cash, $e.S6. 

0. Sold merchandise for caab, $70. 

10, Received cash on notes, $440. 

10. Received cash for Interest, $10.20. 

11. Paid cash on note, $740. 

12. P^d interest in caah, $3.26. 
Merchandise inveatoty, $1360. 
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Exercise 2 

(14. Began basineMwicbmercbaDdlBe,#13aO.) 

14. Sold mercbuidiBe on note, $426. 

15. Sold merehandiae fur cub, flQO. 

le. Gave J. M. Collins note on sccoont, $240. 

IT. Received cash for Inierest due, 912.80. 

18. Peter Ball gave me note oa account, 960. 

SO. Paid caab for set ol books for atore, 914.40. 

SO. Paid Interest In casb, «».20. 

23. Paid casb on note, 975. 

26. Sold merchandiae on account to Peter Ball, 9230. 

80. Received cash on notes, 9486. 

80. Received iDterest in caah, 920. 

a). Paid tre^t bill in casb, 9S5. 

HeKikandise inventory none. 

Exercise 3 
October, 190^ 

(1. Had on band at b^innlngbneinesa, casb, 9674.20.) 

1. Boujlit merchandlae of J. M. Collins on account, 9720. 

3. Sold meicbandioe on not«, 940O. 

3. Bought merchandise on my note, 9110. 

6. Gave J. M. Colllna note on account, 9100. 

e. Received caoh for interest, 910.10. 

e. Sold meichandlse to Pet«r Ball on account, $830. 

0. Received note of Peter Ball on account, 912a 
10. Paid intereat In caah, 9T.40. 
12. Received caah on notes, 9680. 

16. Received caah for interest, 93. 2S. 

16. Paid sundry expenses in cash, 946.46. 
Ueioluuidiae inventory none. 

EXBBCIBB 1 

(in. Had on hand caah, 91120.) 

18. Borrowed caah on note, 9200. 

19. Bought mercIiandiBe of J. M. Collins on account, 9^120. 

20. Sold merchandiae to Hiram Bowser on account, 9380. 

21. Gave J. M. Colllna note on account, 9^6. 

22. Paid interest due In caah, 918.40. 

25. Hiram Bowser gave me Ms note to apply on account, 9860. 

26. Paid J. H. Collins cssb on account, 9^0. 

26. Received cash for interest due, 93.00. 

27. Received cash on note, 940. 

S8. Sold meichandiae on note, 9100. 
SQ. Received cash for interest, 97.20. 
80, Paid clerk hire in cash, 900. 
Merchandise inventory none. 
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EZEKCtSB 5 

Norember, 190— 

(1. Begui buBlneM, having notm on tuutd, (470.) 

1. Bought mercluuidiw on in; note, $1300. 

i. Sold m«rchuidiM lor cuh, 9420. 

5. Sold mercbandise to Feter Ball on account, $300. 
4. Received caab for intereat, #1670. 

6. Boogbc mocehftndiM of J. U. CoUlua on account, #600. 

8. Fetor Ball gave me note on account, #300. 

9. Recelred caah for Interest, flO. 
10. Received caab on notes, $400. 
13. Paid intereat doe in caab, «28.3a 
16. Paid freigbt biU in cash, #20.60. 
Hercbandlae Invenlm?, #600. 

EXEBCIBK 6 
(10. B^an bnainna with merchandise, #000.) 
18. Borrowed cash on note, #800. 
- 10. Sold merchuidise on note, #370. 

SO. Sold merchandlae to Hiram Bowaer on account, #286. 
23. Bought merchandise of J. SL Collins on acconnt, #248. 

23. Paid Interest in cash, #16.43. 

24. Received eaah of Hiram Bowser on account, #200. 
S6. Received cash for interest, #23.08. 

26. Received caab for note, #370. 
20. Paid axpresa charges in caab, #0.40. 
80. Paid intetest due In cash, #3.12. 
Merduuidiae Inventory, #550. 

SET II B. BILLS RECEIVABLE, BILLS PAYABLE, AND 
INTEREST TRANSACTIONS INTRODUCED 

SuooasTioiT. It will be good practice for the student to write the notes In this set 
In other respecta the suggestion of Set II A may be followed. 

GZERCISE 1 

September, I90-. 

1. D. A. Rankin began business this day with Invoice of lumber amounting to #<IOOO. 

2. Sold W. L. Toirence for cash, 10 M ft. hemlock boards at #12 per H. 

8. Sold B. ?, Graham on hie note at 6 days, with Interest at 10%, 8 M ft hemlock 

boarda at #12 per M ; 8 H XX sbinglea at #4 per M. 
4, Borrowed cash of J. T. McKltrlck on note at 00 daya, with interest at 10 %, #4G0. 
6. Bonght set of books for cash, #13.26. 
e. Sold S. G. Ci^ on account, 30 M f t. No. 3 fencing at #10. TG per H ; 12 M latha 

at #3 per M ; IS M XX sblngles at #4 per M. 
8. Paid In cash Interest on note of 4tb accrued to date. 

8. Received cash of S. G. Craig on account, #36. 

9. Received cash of B. F. Graham for his note of the Srd, #68. 

0. Received caab for Inlereet on preceding note. [See "Fractions," bottomofpBga66.] 
Merchandise inventory, #3600. 
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ezebcibe 2 
September, IQD-. 

(10. M. M. Milford commenced busineu nitb a stock of lumber mmoontJog to 92600.) 

10. Sold C. B. McMotten on account, M f L hemlock bouda at 912 per H ; 6 H ft 

flooring at 926 per H. 

11. Sold a. H. HarUn on hie note u S days, nith Interest at 8%, 20 H XX ahinglea at 

•1 per M ; T M latha at #3 per M ; 9 M ft. flooring at 926 per M. 

12. C. B. McMnllen gave note at 16 dafe, with interest at 10 %, on account, 9260. 

13. Sold A. B. Small for cash, T M ft. aprace lumbar at 914 per H. 
16. Paid cash for stationery and postage, 93.60. 

IS. Sold C. B. McHuUen on account, 6 M XX shlagles at #1 per M ; 9 H ft. flooring 

at 925 per H. 
IB. Beceived cash of H. H. Martin for his note of the lltb. 
19. Received cash of H. H. Martin for interest on preceding note. 
SO. Paid cash lor work in lumber yard, 91S. 
30. Sold enllie stock to H. U. Martin on his note at 60 days, with luterest, U 10% 

for 91660. 

EXKBCISB 3 
(2S. F. D. McKinley commenced business, holding notes of the 12th and tbe 20th 
against others, 9IBOO.) 

28. Bongbt of William Murchie on account, tnToice of lumber, 91160. 

26. Sold 8. 0. Craig on account, 14 M ft. No. 2 fencing at 91O.T6 per M ; 12 H XX 

shingles at |4 per M. 
86. Gave William Murchie on account, note at 60 days, with Interest at 10 %, 9S0a 

27. RecriTed cash for note of 12th due to-day. 
37, Received cash for interest on preceding note. 

29. Sold S. C. Craig on account, 4 H ft flooring at 926 per H ; 16 M X shingles at 

93peiSL 

30. Bought of J. W. MoClenahan invoice of lumber and gave In payment note of 

20th, held against H. H. Martin, 91650. 
SO. Received of H. H. Martin cash for interest due on preceding note. 
SO. Gave William Murchie cash In part payment of note of 2eth, 92OO. 
80. Gave William Murchie cash Id payment of Interest on note of 28th accrued to 

date. 
Merchandise inventory, 92670. 

EZEKCISS 4 

October, 1B0-. 

(1. A. M. Stevenson began business with lumber tot hand, 92670.) 
2. Sold C. B. McMnllen on account, 16 M laths at 93 per M 1 IS H ft. hemlock 

boards at 912 per M. 
8. Sold B. Finney on his note at SO days, with interest at 8 %, 16 M XX shingles at 

94 per M I 17 M ft. spruce lumber at 9I6 per M ; S M ft. flooring at 926 per M. 
4. Received cash of C. B. McMuUen on account, 9126. 

6. Paid cash for coal tor use In office. 918. 

7. Sold S. G. Craig on account, 26 M f t No. 2 fencing at 911 per M. 
7. Bongbt of William Murcble on account. Invoice ol lumber, 9960. 

e. Sold C. B. McMullen on account, 9 H ft. hemlock boards at 912 per H ; 5 U fb 

''°°*"'*^'*"'- „..,,.,Google 
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October, 190-. 

10. Gave William Harehle note U 6 ^jb, with intereat at 10 %, to ai^^ on •ccomit, 

teoo. 

12. Sold 8. G. Craig on account, IS H XX sMngles U $4 par IC i 7 H ft. flooring at 

925 per M ; H fL sproM lomber at f IS per U. 

13. Paid fraight and drayage in carti, 917.26. 

13. Reeetved caah in part paTinent of note of Std, 9ST5. 

15. Recelred caab lor Intersat on note of Std aoctnad to date* 

14. S. Q. Craig paid cash on accoont, #260. 

16. Paid note of lOth in cash. 

15 Paid casb for interat on note of lOtb. 
Uercbandise ioventor?, 922T2. 

ExKBCiSS 6 

(10. H. M. Milf<»d bad on band at banning bnsinGaa, himber vahied at 9827S.) 

17. Sold William Barciar for cash, 26 M ft. No. 2 fencing at 111 per H ; 6 M ft. pine 

boards at 916 per M. 

15. Sold C. B. HoMnllen on aoconnt, 10 H XX sbinglee at 94 per H ; 8 U latha at 93 

per H ; 6 M f t. flooring at 926 per M ; 3 U ft. sproce lumber at 915 per H. 
10. Sold J. C. Long on hia note at 11 days, witb iouivflt at 8 %, 12 M latba at 93 per 

M ; 8 M ft. pine beards at 9I8 per M ; 9 U f t. spruce lumber at 916 per H. 
21. Beceived of C. B. UcHnUen note at 30 d^s, with interest at 10%, to applj on 

aoconnt, 9200. 
SI. Paid csab lor work In Ituober yard, 9I8. 
28. Bold S. G. Cialg on account, 2 H ft. hemlock boarda at 912 per H ; 17 H ft. 

Ho. 2 flooring at 911 per H 1 8 M X ehlnglee at 93 per M. 
26. Bought of David Wylie on note at 6 days, with interest at 10%, inroke of lomber, 

9400. 
Se. S. G. Crafg gave on accoaot, note at 60 days, with interest at 8%, 92S6. 
26. Paid electric light bill in cash, 96.26. 
28. Received cash of 8. G. Craig for balance due on acoonuL 
80. Received cash of J. C. Long for his note of the 10th, 9316. 

80. Received cash for Interest on preceding note. 

81. Pi^d David Wjlle cash for note of 25th. 
81. Paid cash for Interest on preceding note. 

81. Received cash for interest accrued to date cm notes of the Slst and the SOth. 
Uerchaodise inventory, 91605. 



SET III A. REAL ESTATE TRANSACTIONS INTRODUCED 

Nora. If it Is preferred, Set IV, dealing with tbe cash-book, m^ b« introduced at 
tills place. 

Under the title Real Estate ia iucluded all lands, houses, and lots, 
etc. In journalizing it should be treated like merchandise. 

The real estate account may have an inventory and shows a profit 
or a loss ; hence it must be taken into account in closing the ledger. 
This set may be written up in a manner similar to Set II. , - ■ 

---oogic 
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JaniuiT, 1Q0-. 

1. Began businees, inTcsting cash, #3000. 

2. Bougbt store and lot lor cash, #2500. 

8. Bought merchandise of John Elliott & Co. on aoconnt, #1600. 

4. Sold merdumdUe on note, #860. 

6. Sold merchandise to Walter Rey nolda on acconnt, |450. 

6. Bought merchandiae of John Elliott & Co. on account, #500. 

6. Gave John Elliott & Co. note on account, #1200. 

8. Received caah on note, #800. 

8. B«ceived cash for interest due, #2.85. 

6. P»fdgaabiUlncaah,#l2.36. 

10. Sold merchandise to Walter Rejnohls on account, #146. 

10. 8old store and lot for cash, #2060. 
Merchandise inventory none. 

EXEKCTSB 2 

(II. Began bnsln«as, having cash on hand, #4000.) 

12. Bought merchandise on my note, #1400. 

18. Sold merchandise to Walter Reynolds on account, #600. 

16. Booght merchandise of John Elliott i. Co. on account, #690, 

16. Sold merchandise for cash, #600. 

16. Bought store In which businesB la conducted and gave note, #2000. 

17. Received cash for interest due, #12.00. 

IT. Sold merchandise to Walter Reynolds on account, #220. 

18. Sold merchandiue for cash, #320. 
i». Paid cash on note, #460. 

19. Paid caah for Interest on above, #4.40. 
SO. Paid rent in cash, #25. 

SO. Sold merchandise to Walter Reynolds on acoonnt, #170. 
Hercbaudise Inventory none. 
Beal estate valued at #2100. 

EZBRCISB 3 

(22. Had on band store and lot, valued at #2100.) 

83. Bongbt merchandise of John Elliott & Co. on acconnt, #1600. 

23. Sold merchandise to Walter Reyuolda on account, #255. 

S4. ' Sold merchandise on note, #420. 

S6. Gave John Elliott & Co. my note on account, #000. 

26. Bought merchandise of John Elliott & Co. on account, #300. 
SO. Sold merchandise to Thomas Moore on account, #760. 

S6. Walter Reynolds paid me cash on acconnt, #160. 

27. Received cash tor note dne, #420. 
27. Received cash for interest dne, «B.60. 

20. Paid cash on note, #86. 

50. Received cash of Walter Reynolds on account, #40. 
ao. Sold store and lot for cash, #2400. 

51. Paid clerk hire in cash, #38. 

Herohandlse inventory, #400. iioitizeco GoOqIc 
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„ . EXERCIBK 4 

Febnifti7, 19D-. 

(1. Began bneineoa, hsvlng on huid meiebuidlse, 9400.) 

2. Sold merchandise to Thomu Mooro od Kcount, flM. 

8. Bought merchandise on note, 9^26. 

4. Sold merchandise to Walter Reynolds on acconnt, #690. 

6. Bought house and lot on note, f 1200. 

e. Thomas Moore gave me hts note on account, 9160. 

6. Sold merchandise to Walter Beynolds on account, 942O1 

8. KeceiTed note ot Waller Reynolds on account, 9300. 

8. Sold merchandise to Thomas Moore on account, 9^ 
0. Received cash on notes, flflO. 

9. Sold merchandise to Waller Reynolds on account, 9200. 
10. Pud interest due in cash, 96.60. 

10. Paid treij^t bill in cash. 914.H). 
Uercbandise inventory none. 
Bouse and lot, valued at 912S0. 

EXEBCISE 6 

(11. Began hasiness, having bouse and lot, valued at 91260.) 

11. Bought merchandise of John Elliott A. Co. on account, 916001 

15. Sold merchandise to Thomas Moore on account, 9^10. 
la Gave John Elliott & Co. note on account, 9700. 

16. Sold merchandise to Walter Reynolds on account, 940S. 
16. Thomas Moore gave me his note on account, 9IOO. 

18. Sold merchandise to Walter Reynolds on account, 9362. 

IT. Received cash for interest due, 96. 10. 

18. Sold house and lot tor cash, 9li!26. 

18. Sold merchandise to Thomas Moore <hi account, 960^ 

19. Pidd Interest due in cash, 96.20. 

IB. Received of Thomas Mooie note on acconnt, 9200. 

20. Paid drayage on merchandise in cash, fd.OO, 
HercliaDdise Inventory none. 

ExxHCISB 6 

(^. Invested in business, notes, 9600.) 

22. Bought merchandise on note, 91200. 

22. Sold merchandise to Walter Reynolds on acooont, 9310^ 
28. Received cash on note, 9600. 

23. Received cash for Interest due, 98.42. 
S4. Sold meKhandise for cash, 9G00. 

26. Walter Reynolds paid cash on account, 9176. 

26. Sold merchandise for cash, 9126. 

26. Bought store and lot for cash, 81300. 

26. Sold merchandise to Walter Reynolds on account, 960. 

ST. Sold Thomas Mooie merchandise on account, 9^6. 

38. Paid interest due In cash, 913-40. 

28. Paid freight bills in cash, 91T.26. 

Heichandlse inventory, 9100. 

Store and lot, valued at 91200. ,^ I 

Digitized by LiOOglC 
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SET m B. REAL ESTATE TRANSACTIONS INTRODUCED 

SvoaiaTioif. This set tohj be written np in a manner aimilftr to Set IL 

SelliiiK Price List. Flour per bbl., 96.50; com roeel per bbl., 93.2G; roang 

hjaoo Ua per lb., BOf ; mackerel per lb., lOf ; chocoUte per lb., 80f ; shoe blackiDg per 

box, &f ; cuTTaota per lb., ISif. 

„ ^ ,^ ExEsciaa 1 

Norember, 190-. 

1. Student began baelnesa, InveBtSng cash, 94000. 

2. Bought Biore and lot for caeb, f 1800. 

5. Bought Invoice of merchandise of H. F. Eap; on account, 91400. 

4. Sold John Carrie on note at ao days, 9 bbl. flour ; 12 bbl. com meal ; 4 lb. T. H. 

tea. 

6. Paid llgbl Mil In cosh, #8. 

6. Oare H. P. Eepjr on account, note at 4 days, with interest at 10%, $500. 

5. Sold C. E. Hanna on account, 15 bbl. com meat ; BO lb. mackerel ; 25 lb. choco- 

late ; 40 boxes shoe blacking. 

9. Paid note of 5th In cash. 

9. Paid cash for Interest on note of 5Ui. 

10. Sold store and lot to J. H. Wilson on hli note at 90 days, flOOO, 
Uetcbaadise inventory, $1260. 

EzEBCiBB 2 

(11. 8. H. Maxwell began business with merchandise, 91260.) 
12, Bonght 8 city lots of W. R. Trotter, giving in payment note at 90 days, with 

interest, 91M0. 
12. Sold C. E. Banna on sooonnt, 20 bbl. flonr ; 40 lb. T. H. tea ; 60 lb. onmole. 

15. Sold J. H. Wilson on his note at 6 days, with intereet at 8 %, 9 bbL flour ; 60 lb. 

mackerel ; S6 lb. chocolate ; 50 boxes shoe blacking. 

16, Received of C. E. Hanna note at 8 days, with interest at 10%, to apply on account, 

9125. 
16. Sold John Cunie for cash, IB bbl, flour; 20 bbl. com meal ; 120 lb. maokeiel. 
IT. Paid accrued interest on note of 12Ih in cash. 
18. Received cash for notes of the 13th and the 16tb, 9802.50. 
18. Received cash for intereat on preceding notes, 
20. Sold the 8 city lots for 91580 in casb. 
Merchandise Inventory, 9863. 

ExERCISB 3 

(28. W. L. HcClenaban began business with merchandise, 9863.) 
22. Sold J. C. Ford tor casb, 22 bbL com meal ; 140 lb. mackerel ; 80 lb. cbooolaM ; 

140 lb. currants. 
28. Bought of H. P. Espy on account, invoice of merchandise, 9928.40. 

24. Bougbt of D. A. Wylie on note at 60 days, with interest, SSO acres land, 98000. 

25. SoU C. E. Hanna on account, S5 bbL com mesl ; 150 lb. Y. H. tea ; 240 lb. cnr- 

ranl« ; 12S lb. chocolate. 
W. Paid beigbl In cash, 914.10. , , 
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November, 190— 

27. C. B. HaniM gave note at 90 d&yi on Rccoont, 9300. 

ST. 8old80acKaofIuidUiH.C. StnUerforeuh,92S0llL 

SO, [Ud In cash accraed Interest on note ol S4tb. 

80. Sold entire stock of goods remftlning for cash, tlVli. 

InTeDtotT : »al estate Tslned at •0000. 

„ . ,„- EsKBCiS* 4 

Deoember, 190-. 

(1. J, L. Beers opened a set of books this day, baTlng on hand 240 mtm of land 

Talued at 96000.; 

1. Bought of H. P. GspT on aceount. Invoice of merchandise, 9650. 

2. Sold 80 acres ot land to B. W. Speer on his note at 60 days, with interest, 92400. 

3. Sold C. E. Uanna on accoant, 1& bbl. flour ; 20 bbL corn meal ; ITG lb. corrante.' 

4. Paid freight and draysge iu cash, fl&.lt. 

6. Sold remaiader of land to J. C. Nevins for cash, 94600. 

7. Sold C. E. Uanna on accoant, 80 lb. Y. H. lea ; 246 lb. mackereL 

8. Gava H. P. Esi^ on accoant, note at 80 days, vrith Intaiest at 10%, #100. 

fl. Bought of W. H. Carroll on note at 60 days, with interest at 8^ inndce <rf mar> 
chandiae, 987S.60. 

10. C. E. Hanna gave note at 80 days on account, 9^00. 

11. Beceived cash In part payment of note of 2nd, 9800. 
II. Received cash for accrued Interest on note of 2nd. 

13. Received cash of C. E. Hanna to balance account 

14. Paid in cash accraed Interest on notes of the BUi and the dth. 
16. Paid rent of store Id cash, 930. 

UerehandUa inventory, 91292, 

EXEBCISE 5 

(16. W. L. Travis commenced boslnees with merchandise, 91393.) 
IT, Sold J. V. Brown on account, 200 lb. mackerel ; 160 boxes shoe blacking ; 180 

lb. currants ; 60 lb. chocolate. 
18. Bought store and lot of R. H. Black on note at 30 days, with interest, 91000. 

20. Sold J. S. Trout for cash, 80 bbl. corn meal ; 160 lb. chocolate. 

21. J. V. Brovrn paid cash on account, 970. 
2i. Paid cash tor stamps and stationery, 91.S6. 

2.*t. Sold J. V. Brown on account, 20 lb. mackerel ; 26 bbl. flour ; 160 lb. T. H. tea. 
24. Sold J. H. Clark on his note at 4 days, nltb Interest at 10%, 45 bbL flour ; 18 bbl. 

CDTU meal ; 120 lb. chocolate ; 260 lb. currants. 
24. Paid cash for permanent improvements on store, 9176. 
se. Sold J. V. Brown on account, 00 Ib^ onnants ; 126 boxes shoe blMUng ; 76 Ih. 

chocolate ; 226 lb. T. H. tea. 
ST. Sold J. 8. Trout for cash, 10 bbl. com meaL 

■ FsiicTioi'S. In computing the value of this item a traction of a cent will he ob- 
tained ; but a fraction of a cent shonld never appear in the money columns. It must be 
made an even cent. In each computation iu this text-book a fraction of five mills or over 
has been oalled one cent ; each fraction less than five mills has been dropped ; as, 
31 yd. Calico at 6]^, 91.94 
80 Ih. Nails >• Hf, .88 
« pr. HcMB " \^f, .88 
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December, IQO-. 

38. Beoelred oaeh for note of 21lb, $416^6. 

28. Received OMh tor interest on pieoeding note. 

29. Paid caah for interest due on note of IStb. 
81. P^d clerk hire in caali, $26. 

Inveatoiiea : merchandioe, 9125 ; store uid lot, Talned M tl200. 

COMPOUND ENTRIES 

CompoaDd entries arise in transactioDB involving two or more 
debit items or two or more credit items. For example, suppose we 
sell J. S. Hayes merchandise, $90, and he gives us a note for 950, the 
balance to be on account. Bills receivable is debited by the rule and 
merchandise credited. Then we debit J. S, Hayes for the part, $40, 
for which he gives us his oral or implied promise. The journal entry 
should be arranged as shown here : 

J. S. Eayet 40.00 

BilU Ree. 60.00 

Mdte. 90.00 

Again, if we should receive cash for a note of $150 and for the 
interest due on it, $8, we should have a like entry. The cash has been 
received and the note and interest have been given. Instead of making 
two entries out of this, it should be arranged as here shown, if placed 
in the journal : 



Oaih 


168.00 


Bill, Bet. 


150.00 


Intereit 


8.00 



THE CASH-BOOK 

The eath-hook, a book kept by every prudent business man, contains 
a record of the cash received and paid out. Such a book will save 
a considerable amount of writing and a great deal of posting. It is 
really a modified form of the journal. In fact, the journal principle 
runs through all books from which postings are made. 

It is usual to keep this cash record on two opposite pages. When- 
ever caah is received, the amonnt and the source from which it is 
received are recorded upon the left-hand page ; and whenever cash is 
paid out, the amount and the purpose for which it is paid are recorded 
upon the right-hand p^^e. 

To understand the plan of the cash-book, let us suppose a number 
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of transactions, each involving cash. T£ we classify these, potting in 
one group all those in which cash is debited, and in the other all thoae 
in which cash is credited, we may arrat^e them after the plan of the 
journal as follows : 

GioDp No. 1 Gboot No, 3 

40.00 

40.00 
3.00 

3.00 
10.00 

10.00 
5.00 

5.00 
of debiting 

cash in Group No. 1 each time some other item is credited, cash may 
be debited for the sum of these credits. Group No. 2 may be treated 
in a similar manner. If this is done, the entrira for the two groups 
may be arranged as follows : 



GioDP No. 


1 


G>oor No. 3 


Cut 


50.00 


sail Pay. 


JB«. 


50.00 


Calh 


Colli 


S0.00 


Intereit 


mill Ra. 


80.00 


Caih 


Oaih 


10.00 


Exjfeme 


Ivttrat 


10.00 


Caih 


Oath 


20.00 


D. a AlUn 


R. S. Stmo 


20.00 


Oalh 


These entries now 


may be mod 


fled in form. Instead 



Gbodf No. 


I 


Gboof 


No. 2 




Caih 


160.00 


BilU Pag. 




40.00 


Mdie. 


50.00 


Intereit 




3.00 


Billi Bet. 


80.00 


Szpente 




10.00 


Jntereit 


10.00 


D. C. Allen 




5.00 


B. S. Slotie 


20.00 


Caih 




58.00 



We may still further modify the form of the entry in Gronp No. 1, 
having the debit of cash follow the credit items. This will give it the 
same form of arrangement as that of Group No. 2. If, at the same 
time, we separate the two groups with a vertical line and add a hori- 
zontal bead line, we shall have in outline a common form of the cash- 
book. The preceding entries arranged as here suggested would appear 

as follows : 

CASH-BOOK 





Grodp No. 


1 


Gkoop No. 2 




Mdle. 




50.00 


BiUi Pay. 


4000 


BilU Bee. 




80.00 


Intereit 


3.00 


Intereit 




10.00 


Expenie 


10.00 


B.S.St^m 




20.03 


D. 0. Allen 


5.00 


Caih, Dr. 




160.00 


Caih, Or. 


58.00 
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The cash-book -with all its imlings is Ulastrated on pages 72 and 78. 

The left-band page (or part) of a cash-book is spokea of as the 
debit side, the meaning being that cash is debited for the amounts there 
recorded; the right-band ps^ge is spoken of as the credit side, the 
meaning being that cash is credited for the amounts there recorded. 
The student is cautioned, therefore, not to think of the separate items 
on the debit side of the cash-book as being debited. Remember that 
they are the credit portion of a full journal entry. Give the credit 
side of the ca^-book a similar consideration. 

It is believed that it will be apparent now that the cash-book is a 
modified form of journal in which only one-half of the complete journal 
entry is recorded for each separate transaction ; and then at convenient 
periods these amounts are added and cash is debited and credited for 
the totals respectively of tlie debit and the credit sides of the cash-book. 

When the cash-book is used, all cash items should be omitted from 
the journal. 

Balancing. The cash-book is balanced in substantially the same 
way that a ledger account is balanced ; hence it is not thought neces- 
sary to give any explicit direction with regard to it. A careful exami- 
nation of the cash-book on the following pages sliould be sufficient. 

It may often happen that the bottom of the page is reached at a time 
when it is not desirable to balance the cash-book. When this occurs, 
each column may be footed and these footings carried to the top of the 
corresponding columns on tiie next page. To indicate the source of 
these amounts the phrase, Brouffht forward, or some similar expression, 
may be written in the explanatory column on the new pt^e. At the 
bottom of the page the double rulings need not be used, as they really 
indicate either that the work is complete at the point where they are 
osed or that a definite sti^e in the record is reached. 

Posting. In posting, credit the proper account in the ledger for the 
amount set opposite each item on the left-band page of the cash-book, 
and debit the proper account in the ledger for the amount set opposite 
each item on the right-hand p^e of the cash-book. Then debit the 
cash account for the footing of the left-hand page, and credit the cash 
account for the footing of the right-hand page. 

The ledger pages used in checking the following cash-book are as 
they would appear, if it were posted to the ledger on pages 28-30. 

«.^t)ogle 
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The Jannsrj portion of the followiug oash-book is from the traiis- 
aotiona recorded on pages 22 and 2S. The February portion does not 
represent any work of the text-book. It is added to show the manner 
of continuing the cash-book after it has been balanced. In this portion, 
only the debit and the credit items have been given, as that is deemed 
sufficient to show the general arrangement. 

SET IV A. CASH-BOOK TRANSACTIONS 

Noti 1. lliia set msy be iDtrodoced immedifttel; »fter Set II B, if It la dMimd to 
begin the lue ot the cash-book that early ; or It may be deleited to a later time, at the 
diaccetion of the teacher. Wbeoever it Is introdaced, read tbe article on " TransacUona 
lavolTlng a Part Payment In Caab," page 76, befoTs writing subBaqnent aeta, 

Nora 3. In tbU set tbe balance of caah in any exereiae will agree, not with tbe 
amoant of oaah in the opening entiy of tbe aabeeqnent ezerciae, but with the net reaolt 
ot)talned by balancing tbe cash Itema in the entire memonuiduni in parentbcBia. 

KoTB 3. The itudent may hate noticed tliat the iuTeotory given at the cloae of any 
exerclM of a set la the same aa that given for the correapoDdlng account In the opening 
memorandnm of the next exercise. Tbia being the case also in the aobaeqoent sets, the 
tnTentoilee wilt be omitted at the close of each e^sroise ol a aet except the lut, and can bo 
obtained from tlie opening memorandnm of tbe next exetciae. If no item anieaia in thia 
memorandum for some particular account showing a profit or a losa, it U U> be Inferred 
that there ia no inventoiy for tbat account la the preceding exerclae. 

Sdoobstioh. In this set, at least, tbe student abonld balance the oaah-book at the eikd 
of each axereiae eran though ha does not close tbe ledger ao often. Hie caah-book k now 
the new thing, aud he ahonid learn to balance It coneot^. 

January, 190-. i^<uK-iB» x 

1. Began boHlness with cash, $8000. 

2. Boaght merchandiae for caah, fS700. 

8. Sold mercbandise for cash, $420.80. 
4. I.ent cash on note, 91200. 

6. S<dd merohandiae for caab, 9346.35. 

e. PiUd ezpresB cbaigea in cash, 99.40. 

0. Borrowed cash of L. C. Downs on account, 943IL 

B. Sold merchandiae for cash, 9226.30. 

9. Bonght mercbandiae for caah, 9340. 

10. Received caah tor note, 91300 ; for Interest on tbe same, 94.28. 
Merchaodlaeioventorf. S«a Xote 8. 

EZEBCISE 2 

(11, Began bnaineas with cash, 97MT.03. Bought mercbandlaa for cash, 920GQ. Bcw- 

lowed caab of L. C. Downs on account, 9426.) 
IS, Lent cash on note, 9S20. 
18. Bold merchandtse to Calvin Storms for cash, 9143.20. 

15. Bonght merchandise of Bowser A Co. for cash, 9ST5. 

16. Borrowed caah of L. C. Downa on account, 9360. 
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Jannarj, 190-. 

16. Pfttd for telegmn, cash, 9146. 

IT. P^d cash for painting store, $22.60. 

18. Sold mercbandUa for caab, 9S4.20. 

10. Paid L. C. Downs caah on account, tSfiO, 

SO. Bold mercbandlBe for caah, 9238.90. 

EXEBCISE 3 

(22. Began bosineu with caah, «8013.3S. Lent caali on note, 9^20. Borrowed caah 

of L. C. Downs on account, 9536. Bought merchandise for cash, 92000.) 
28. Bought office aafe for cash, 9426. [Debit expense.] 
24. Sold merchandiae for cash, 9610.80. 
26. Received cash tor interest, 91QJI6. 

26. Paid caah for atationery, $0.26. 

37. Sold meKshandise to Joseph Wbitson tor cash, 984,76. 

27, Paid L. C. Downa cash for bsJance due him on account 

SO. Heceived caah in part payment of note, 9600 ; for intcreat on game, 91.48. 
80. Paid clerk blie in casb, 935. 

„ ^ ,„ EzEBCiaE 4 

February, lOCt— 

(1. Began bnsineee will) cash, 97982.41. Boaght merobandise for caah, 91400, and 

office safe, $426. Lent cash on note, 9420.) 

1. Paid rent of atore In advance in caah, $30. 

2. Sold merchandise for casli, 9104.60. 

5. Borrowed caah on uij note, 9320. 

6. Paid cash for set of books, 914.60. 

0. Lent Edward Mitchell caah on account, $600. 

^. BecdTed caah on note dne, $420 ; for Interest on same, 90.46. 

8. Sold mercbandise for cash, 9280.20. 

0. Bonght mercbandiae for cash, 9660, 

10. F^d freight In cash, 916.30. 

ExsRClSB 6 

(IS. Began boalneaa with caah, 97001.76. Bought meicbandise for cash, $1600, and 
office safe, 9416. Borrowed caah on note, 9320. Lent Edward Hitcbell on 
acconnt, cash, $600.) 
IS. Sold merchandise for oaab, 9220. 

15. Edward Mitchell paid casb on acconnt, $260. 
14. Paid cash for lotereat dne on note, $7.40. 

16. Sold merchandise tor caah, 9417.60. 

16. Borrowed caah of L. C. Downs on acconnt, 9200. 

17. Paid caab for stamps, 910.16. 

10. Edward MItclieii paid caab for balance doe on account. 
30, Paid L. C. Downs caah on account, $60. 

EXZBCISE 6 

(21. B^an bualneea, inTesting cash, $8016.81. Bought office safe for caah, $410 ; mer- 
chandise, $1100. Borrowed casb on note, 9S20, and of L. C. Downs on accoont, 
9150.) 
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FebmAiT, 10O-. 

21. Bought merchwHJiie foi cub, 9SS6. 

22. Borrowed ewtk on DOte, taoo. 

23. Sold inerctutiidiBe tor caBti, 9SS8.26. 

21. Pktd L. C. DowDB on Mcouat, caafa, 980. 

26. Fftid snndiy expenses In caah, $84.96. 

86. Paid on note, cnsb, tSOD ; for intereM on nune, 98.34. 

27. Sold mercbsndiiie for cuh, «12».60. 

28. Fire in autre damaged goods : recelTed from inannnM companj, eadi, 92fiO. 

Sold entire stock remaining &t anction, for casta, 1628.90. Sold office safe tor 
caah, 9300. 



SET IV B. CASH-BOOK TRANSACTIONS 

EXEBCTSE 1 

February, 100-. 

1. Student b^^boBinesBwltlicasb, 96000. 

2. Bought ot B. W. Smltb for casb, invoice ol merchandto, $890. 

8. Sold J. C. Euri^t for caab, 10 yd. blue caabmeie at 91 ; IS yd. black Mttin at 
91.20 ; 12 yd. Henrietta-dotb at 92.26. 

3. Lent cash to J. P. White on note at 12 days, witb intend 91800. 

6. Sold T. M. Smiley for casb, 16 yd. Henrielta-clotb at 92.26 ; 3 yd. bUck cr^ie 
at $4.60 ; 3 doE. ladies' Lisle thread hose at 90 ; 2 doc ladies' silk hose at 
9t2.'>0. 

6. Paid frei^t In casb, 914.60. 

T. Sold B. R. Machy for canh, 20 yd. blue brocade silk at 91.40 ; 16 yd. black talin 
at 91.20 ; 2] doz. ladiea' silk hose at 912.60. 

8. Bon^t ot B. W. Smitli for casb, invoice ot merchandise, 9670. 

e. Paid freigbt and drayage in caah, 912.00. 
10. Received casta for interest due on note of 3rd Inst. 
iDTsnUiries. Bee Note S, Bet IV A. 

EXBBCIBB 2 

(10. S. N. Newton begaa bnalnasa with cash, 96012.60. Bought merchaodiM tor cadi, 

91276. Lent casta on note, 91800.) [See Note 2, Set IV A.] 
12. Sold T. M. Smith for cash, 60 yd. blue brocade silk at 91.40 ; 40 yd. Heniletta- 

eloth at 92.26 ; 2 pes. sbeeling, 92 yd., at 24f ; 30 yd. Irish linen at 66^ ; 4 dos. 

ladies' sUk boee at 912.60. 
U. Lent casb to C. A. Culver on aceoont, 978G, 
14. Paid cash for stationery, etc, 96.76. 
16. Sold 3. C. Enright for casb, 20 yd. black cashmere at 91.90 ; 26 yd. black silk at 

91.G0 ; 9 yd. brocade velvet at 94.25. 

16. I. P. White paid note of Srd iust. in casb and balance of Interest due. [See lOtti 

inat] 

17. C. A. Calver paid cash on account, 9110. 

17. Sold I. 8. Colvin for casb, 3 pea. sheeting, 136 yd., at 24^ ; CO yd. IrMi Unnt 

at 86^ ; 26 yd. black cashmere at 91.20 ; 40 yd. blue caahmera at $1. 
19. Sold B. H. Bl^r for cash, 26 yd. black satin at $1.60. 
80. Paid rent of store in cash, 91a. (^i^f-\n\f> 
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_ ^ .„ exebcisb 3 

Febmuy, 19(K 

(20. J. C. DkTia begftn bosineu, l&Testlng cash, 94907.98. Bought merohuidiae for 

cash, 9760. Lent C. A. Culver cash on account, 96IG.) 

50. Bought office safe for caah, 927S. 

51. Lent caah to O. C. Hast on note at 30 dara, nlth intereal, 91200. 

22. Sold H. a Ball for oaah, 120 yd. black caBhmete at 91.20 i 160 yd. blae caahmera 

at 91 ; 7G yd. brocade yelvet at 94.26. 

23. C. A. CulTer paid cash on aoconnt, 917G. 

24. Bought of B, W. Smith for cash, invoice of meichandlse, 9325. 
26. Paid freight and diayage in cash, 912.76. 

26. Sold B. H. Blair for eaoh, 80 yd. Iiiah lin«n at 6Tf ; SO yd. brocade velvet at 

9I.6D ; 26 yd. black satin at 91.60 ; 40 yd. blown cashmere at 91J!0. 

27. Paid sundry expenaea in cash, 91^-40. 

28. Received cash for Interest doe on note of 21st inat. 

,, . ,„ Exercise 4 

Ifarcb, 190-. 

(1. Geo. E. Roee began business with cash, 95043.08. Bought office safe for cash, 

9276. Lent C. A. Culver cash on account, 9440. Lent O. C. Mast caah on 

noM, 91200.) 

2. Lent J. V. Clark caah on note at 30 days, wiUi inUrest, 98OO. 

3. Bought of B. W. Smith for cash, invoice of merchandise, 9026. 
8. Lent M. A. Bishop cash on account, 9500. 

6. Borrowed cash of D. H. Townsend on note at 15 days, with interest, 9700, 

6. Sold B. G. Camp tor cash, 20 yd. black caabmere at 91,25 ; 9 yd. brocade velvet at 

94.60 ; B pr. ladies' Llele thread hose at 60^. 

7. C. A. Culver paid cash on account, 9160. 
B. Paid freight and dnyage In cash, 918.W. 

9: StM J. C. Enright for cash, 16 yd. black silk at 91-40 ; 8 ;d. black oasbmere M 
91.16 ; T pr. ladies' sUk hose at 91.76. 
10. M. A. Biabop paid cash on account, 91T6. 

12. Bou^t invoice of merchandise of J. R. Llttell for cash, 96SO. 

13. Bold U. H. Aillne for cash, 60 yd. Irish linen at OT^. 

14. Paid freight and drayage in cash, 916.26. 

16. Received cash for interest doe on note of 21at ult. and on note of 2nd Inst. [See 
February 28.] 

16. Paid Interest due on note of 6th Inst In cash. 

EXEBGISX 5 

(16. Stodent began business with caah, 94T4T.44. Bought for casta, merchandise, 
91076 ; office safe, 9260. Borrowed cash on note, 9700. Lent cash on notes, 
92000, and C. A. Culver on account, 9280.) 
10. Lent cash to H. C. Tompkins on note at 10 days, with interest, 9760. 

17. Sold A. A. McBride for caah, 40 yd. black cashmere at 91.25 ; 60 yd. hrovm cash- 

mere at 91.20 ; 46 yd. black silk at 91.60 ; 18 yd. brocade velvet at 94.60. 

19. Lent M. A. Bishop cash on account, 9490. 

30. Received cash of C. A. Culver on account, 9160. 

20, Paid note of etb inst. and Interest aecroed since 16th in cash, 

31. Sold B. 8. Ball for cash, 40 yd. cassimere at 92.76 ; 14 yd, navy blue doth t #6) 

4 Uarseilles qoUu at 94.76. GcJOQ Ic 
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March, 100-. 

22. P^d gu bill In cub, $12.60. 

23. G. C. HMt paid note ol 2Iat nit, in cash and Iwlniice of Interast due. [8m 

March IG.] 
21. Received cash ol M. A. Biahop on acconnt, $260. 

26. Sold L. H. Hadden for cash, Sj, yd. black cloth at 90 ; 20 yd. caaalmen at $2.76 ; 

25 yd. D&vy blae cloth at f5 j 60 yd. brown ailk at 91,25. 
2fl. Note ol 10th lost, and inleiest due to-day have bean paid in caah. 

27. Paid cash for rent of store, 918. 

30. Paid aondry expensea in cash, 99^5. 

3t. Received caah for interest occroed bIdos the 15th on note of 2niL 

SI. Sold L. M. Hadden lor cash, 60 yd. bleached damaalc at SOf. 

Inventories : merchandise, 9^00 ; office safe, 9260. 

Balances; caah, 98012.09; B. It.,9800; C. A. Calvet, Dr., 9130. 

TRANSACTIONS INVOLVING A PART PATXENT IN CASH 

When the cash-book and the journal are osed aa principal boolcsr 
transactions which involve a part payment in cash maj be treated in 
different ways. For an example, suppose we sell merchandise to 
Samuel Whitson, ^60, receiving cash for one-half, the balance to be on 
account. The simplest method, and the only one explained here, is to 
debit Samuel Whitson in the journal for the entire purchase ; then, in 
the cash-book, to credit him for the amount paid, thus: 

JOITBIIAL DaBTT SlDK OF CABB-BOOK 

Samuel Whition 460.00 Samuel Whitam 230.00 

Mdae. 460.00 

In transactions similar to that of June 9, Exercise 1, Set V A, the 
entry should be made only in the cash-book, and it would be aa 
follows : 

Dbbr Side ov Cabb-Book Caaorr Sidi or Caih-Book 

Sill* Beeeiv<^le 200.00 IHteount 3.60 



DISCOUNT 

Ditcount is the use of money, and is paid for before the money u 
used. 

This item is treated in the same manner as interest. It also will 
require some care in applying the rule for journalizing. The follow- 
ing may help the student in avoiding errors: remember that notes 
must always be debited and credited for their fac« value. There is 
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bat little difficulty in deciding how much cash has been received or 
paid. Then discount must be debited or credited with the difference 
and ao placed as to make the debits and credits equal. Thus the cor- 
rect entry could almost be decided without any rule. 

Illdbtbation. Suppose we hold a note of 9500 which is pud in 
cash, less a discount of $10. Evidently we receive only 9490 in cash ; 
and as bills receivable must be credited for 9500, the face of the note, 
we debit discount for the 910, thus making the sam of the debits equal 
the credit. 

Oath 490.00 

DUeount 10.00 

Billt Beceivahle 500,00 

Interest and discount are frequently posted to the same account in 
the ledger. If it is desired to do this, and it is just as well in these 
exercises, the title Inttrett and Dttoourd should be used for the 
account. 

SET V A. DISCOUNT TRANSACTIONS INTRODUCED 

BoooiaTiORS. 1. If the student ia able by this time to cloae the ledger correctly, be 
iDiiy be allowed to combine two or more exercisefl Into one ; that Is, be may post two or 
more exerelaea and make but one cloelog of the ledger instead of closing it after posting 
each exercise. 

2. If Set IV has been written, the cash-book and the journal may be used as original 
booliH in this set. All cosh transaotiona should be entered In the cash-book ; oU others la 
the jourDal-day-book. 

Posting. It will be better to poat all of one book before commencing the posting ot 
the other. It Is true, the dates will not come in regular order Id this way, but that Is not 
material. To designate In the ledger which book an amount comes from, the initial of the 
book may be put in the Item colnmn ; as, J. or C. B. 

Exercise 1 
June, 19(K 

1. Began badness without capital. 

1. Borrowed cash, giving three notes of 91000 each, $3000. 

2. Bonght merchandise of D. H. Sanders on account, SI600. 

8. Sold merchandise to Graham Bell on account, $400. 

4. Sold merchandise, (800. Received cash, «600 ; note for balance. 

0. Paid D. H. Sanders cash on account, SIOOO, and gave him note for (200. 

9. Received cash for note, less discount : face of note, f200 ; discount, fS-OO. 

12. Pofd note in cash, less discount : face ol note, 91000 ; discount, 966.20. 

13. Sold msrohandlse to Oroham Bell on account, 9600. 

16, Paid note in cash, less discount : face of note, $200 ; discount, ^H-tO. 
Merchandise Inventory. See Note 8, page 70. 



Google 



78 COMPBEHBNBIVB BoOI 

.„ ExXBCIflE 2 

June, IW-, 

(le. Begmn boslnen with merduuidlae, 91OO; ca«h, tl6S2.S0.) 
IT. Boaght meichuidiBe of D. H. Samdeia, 91200. Pud cub, 9000; gave note for 

•400 ; balance on account. 
18. Sold merchandise to Gnham BeU, #600. Seoelrad note for 9SO0; balance on 

account, 
le. Sold merchandlee for casb, «480. 
20. PiOd freight bills In casb, $46.10. 

23. Receired ca^ on note, leas discoont: face of note, 9E0O; dloconnt, |9.W. 

24. Sold meicbandlsB to R. P. RedOeld on account, 9300. 

26. Paid note and interest in caah 1 face of note, 9100 ; inteml, 96.12. 

27. Gnhsm Bell gave me note on account, 9IOO. 
20. Sold merchandise for cash, 9M0. 

SO. Becelved casb for note, leas discount: face of note, 9100; dlscoont, 94.1fi, 

, , EXBBCTSE 3 

Jnl7, I0O-. 

(1. Began bnrineM with cash, 91877.63.) 

2. Bought merchaudiHe of D. H. Sandeis, flOOO. Oare note for $700 ; balance on 
accoont, 

8. Sold merchandise, 9400, receiving note for 9300 ; cash for balance. 

6. Bold mereh&ndiae to R. P. Redfleld on account, 9260. 

6. Bought mercbandiae of S. J. Wilson on m; note, 9720. 

8. P9iA caah for set of books for nse In store, 9IO.GO. 

0. B. P. Redileld paid me cash on account, «200. 
10. Paid not« in cash, 1ms dlacount : face of nol«, 9700 ; diaconnt, 912.26. 
12. Sold merchandise on note, 9640. 

15. Sold merchandise to R. P. Redfield on acconnt, 9140. 

16. Paid note in cash, leoa diaooont : face of note, 9720 ; diaconnt, 99.40. 

EZEBCISE 4 

(IS. B^an boaineM with cash, 9T6S.6S ; merchaudlae, 9fi00 ; notes, #940.) 

17. Bold merchandise to Graham Bell on aoconnt, 9260. 

18. Bought merchandise of D. H. Sanders on account, 9800. 

19. Received caah on note, lea* discoont : face of note, $M0 ; dtscoont, 98.30, 

20. Graham Bell gave me on account, note, 916O ; caah, $100. 
SS. Oave D, H. Sanders note to apply on account, 9360. 

24. Paid sandij ezp«nsea in casb, 918.20. 

26. BoD^t store and lot for 91800. P^d cash, 9600 ; gave note for balance. 

29. Paid note in cash, less discount : face of note, 9360 ; discount, 96.00. 

80. Received caah of Graham Bell to balance account 

. ,„ EXKKCISX 6 

Angost, 10O-. 

(1. Began bnsinesa with mrachandise, 91^00 ; real ertate, 9ISOO ; notes. 9460.) 
2. Bold merchandise to BL A. Stevenson on his note, 9460. 
8. Received cash on note, less discount : face of note, 9300 ; discount, 94.60. 
4. Sold merchandise to R. P. Redfleld, 9400. Received note for 9260 ; balance on 

account. 
6. Bought merabandlse of F. C, Danlela on 07 note, $0M. 
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Aagaai, 19(K 

8. Received oash on note, leas dtacount : face of note, flGO ; disoonnt, fSJO. 
10. Paid gaa biU In cash, $20. 

12. Sold roeichaadlse to a. P. Bedfleld on accooot, $276. 
18. Sold merchandise for caab, $800. 

16. Prepaid note in caab, leaa diaconnt : face of note, $020 ; dieconnt, $13.40. 

Exercise 6 

(16. Began bnaiiieM with merctuuidise, $400 ; real estate, $1876 ; notea, $710.) 

17. Sold store and lot for cash, $1420. 

16. Sold merohandbe to Graham Bell on account, $240. 

Id. Received cash on note, less discount : face of note, $460 ; discount, $7.60. 

20. Bought merchandiBe of D. iL Sanders, $000. Ptii cash, $700 j balance on 



26. Graham Bell gave roe on account, cash, $100 ; note lor balance doe. 

27. Gave D. H. Sanders note to balance account. 
29. Sold merchandise for cash, $380. 

81. Pftid note of 27th In cash, less discount : face of note, $ ; discoan 

Herohandlse Inventor]', $280. 



SET V B. DISCOUNT TRANSACTIONS INTRODUCED 

SeDiiiK Price Hat (per yard). Body Brussels, $1.33^; Ingnln, 76^; UiUng, 10#; 
moqnette, $1.40 ; oil olotb, 45^; Upestry Brussels, 87}^; Wilton, $2.60. 

„ . ,„ EXEBCISB 1 

Mucb, 190-. 

1. Marcellns Piatt b^^ business with cash, $2600 ; an account against H. W. Jones, 

$4B0. 
1. Bought of John Fraider invoice of merchandiae, $1685. Gave In part payment 

note at 60 days for $800 ; balance on account 
8. Sold H. W. Jonea 60 yd. body Bruuels ; 76 yd. Ingrain ; 100 yd. tapestry Brussels. 

ReoeiTed in part payment note at SO days, with interest, $200 ; balance on 

account. 
3. Sold L. H. Armstrong on account, 160 yd. ingrain; 226 yd. lining; 180 yd. 

moquetl«; BO yd. oilcloth, 
8. Paid freight and drayage in cash, $28.80. 

6. Paid note of 1st Inst., favor John Frazier, In cash, less discount to maturity. 

7. Bought office safe for cash, $376. 

8. Bold A. S. FhiUjps on bU note at 00 days, 76 yd. Upestry Bniaaels; 80 yd. 

moquette ; 126 yd. oil cloth ; 80 yd, Wilton. 
8. Sold H. W. Jones on account, 80 yd. body Brassela; itSO yd. lining; 176 yd. 

tapestry Brussels. 
10. L. H. Armstrong gave note at 80 days to balance account. 

EXEBCIBE 2 

(12. W, W. Reed began business with assets as follows: marchandlse, $600; ofBce 
safe, $376 ; cash, $1300.03 ; notes on hand. $1033.38 [see March 3, 8, and 10] ; 
an account against H: W. Jonea, $708.66.) 
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Much, 190-. 

13. Sold 8. F. Bisdler on his note U 16 dAya, with iutereet, 40 jd. iogi^ii; 80 yd. 
moquetto. 

13. Beceived cash of A. 8. PhllUpa for note of 8th imt., leu diMioimt to maturity. 

14. Bonght of John Fraxier Invoice of meiduudue, flOOO. Ovro him note at 60 

days, 9500 ; caab, 9300 ; Ulanoe on accouDt. 
16. Sold H. W. Jones on account, 90 yd. moqoette ; 86 yd. oil cloth ; 00 yd. t^iestry 
Biusaela. 

16. Paid freight bill in cuh, 912.76. 

17. Paid note of I4th iniit. In cash, less diacoont to matnrity. 

10. L. H. Armstrong prepaid bis note of 10th inst. in cash, leea discount to matortty. 
20. H. W. Jonea gave on account, caab, 9100 ; iiot« at 80 days, nlth interest, 9600. 
aa Paid oa^ tor ataUoneiy, 917.80. 

EXBBCISB 3 

(21. W. W. Beed begsn bnslneea with the following assets: merchandise, 91190.60; 
office sate, 9-17&; cash, tUlLSOf notes, 9812 [see March 3, 12, and 20]; 
H. W. Jones owed on account, 9415.30.) 
SI. Sold L. H. Armstrong on account, 100 yd. oil cloth ; 200 yd. tapestry Brussels, 

23. H. W. Jones gave on account, note at 30 days, 9100 ; cash to balance accooQt. 
S4. Sold B. C. Wheeler on note at 30 days, with interest, 66 yd. ingrain ; 60 yd. 

Wilton. 

24. Sold L. H. Armitrong 87 yd. lining ; 45 yd. moquette ; 00 yd. oil cloth ; 20 yd. 

Wilton. Received cash, 950 ; balance on accoont. 
S6. H. W. JotiM prepaid note of 23Td inst. in cash, less discount. 
27. Received cash for note of 12lh insL and for interest on same. 
29. Sold L. H. Armstrong on account, 120 yd. body Brussels ; 126 yd. tngraln. 
80. Bou^l bankrupt stocV of luercliandlse, paying cash, 91990. 
SI. Paid clerk hire in cash, 926 ; sundry expenses 932.76. 

. ., ,.,» EXKBCISE 4 

April, 190-. 

(2. Marcellus Piatt began badness with assets as follows : merchandise, 93376 ; otBea 
safe valued at 9356.25] notee, 8S73.75 [see March 3, 20, and 21] ; accoont 
against L. H. Armstrong, 9686.95.) 
2. Bold H. W. Jones on account, 160 yd. ingrain ; 200 yd. moquette ; 100 yd. tapestry 
BruseeU; 25 yd. Wilton. 

5. Received cash of H. W. Jones for note of 3rd ulL and interest. 

8. L. B. Armstrong gave note at 30 days on account, 9825. 

6. Sold T. W. Campbell on account, 400 yd. lining; 276 yd oil cloth. 
S. Received caah for note of 3rd inst., leas discount. 

7. Paid cash for labor about store, 110.50. 

9. Sold J. W. Gordon on his note at 16 days, 226 yd. body Brueeele; ISO yd. ingrain; 

210 yd. moquette ; 175 yd. oil cloth ; 25 yd. Wilton. 

10, Paid electric light bill In cash, C15. 

11. Sold T. W. Campbell on account, 60 yd. ingrain ; 140 yd. lining; 60 yd, tapeatiy 

Brnssels. 
13. H. W. Jones paid cash on account, 9375. 

18. SoldT. W. CampbelllOyd. ingrain; 260yd. oil cloth; 30yd. Wilton. Repaid 

cash on acconnt, 9^20. 
18. Paid cash for printing, (16. 

— csl^' 
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April, 100-. 

U. SoIdL. H. AnnstioDg on acconnt, 60;d. bod; BiusselB; 80 yd. Ingrain; 50 j± 
tapeatr; BrosaelB. 

16. Sold for OMh 00 yd. oil cloth ; 100 ji. Upeati; Bnuaela. 

Exercise 5 
(IT. Bmdent begKH bnsinew with the following asaeta: merchandise, 9840; office 
safa valued at 9337.50; nowa, $1629 [see Harch 20 and 24 and April 9] ; cash, 
91307.04; L. H. ArmBtrong'a accoout, 9444.70.) 

17. Bought of John Frazier invoice of merchandiae, 9675, Gave him note at 30 daja, 

9625 ; batacice on account. 
IT. Received cash for note of 0th inat., leaa dlaconnt. 

18. 8oId T. W. Campbell on account, 00 yd. body Bnuaela; 70 yd. ingrain; 146 yd. 

10. Received cash for note of 20th nit. and interest. 

20. Paid note of 17th inat. in caah, lees dlaoonut. 

21. Bought of John Frazier on acconnt, merchandise, 9400. 

23. Bold A. 8. Fblllipa on note at 80 days, 120 yd. nioquette ; 100 yd. tapestry Bnu- 
aeU; 75 yd. Wilton. 

23. B. C. Wheeler's note of 24th ult., with interest, has been paid in caah. 

24. Gave John Fiauer note at 30 days od account, 9500. 

S6. L. H. Armstrong paid cash on account, 9150, and gave note at SO daya, 9276. 

26. Paid freight hill In caah, 917.45. 

28. Sold h. H. Armstrong on account, 75 yd. ingrain ; 416 yd. lining, 

80. L. H. Armstrong prepaid note of 26tb iosL in caah, less discount. 

SO. P^d clerk hire in caah, 936 ; sundry expenses, 918.30. 

Inventories: merchandise, 9810 ; office safe valued at 9325. 

Balances i cash, 92068.87 ; B. R., 9143 ; B. P., 9500 ; L. H. Armstrong, Dr,, 911T.4& 

LIABILITIES IH THE OPEHIITG ENTRY EXPLAINED 

We have already learaed that the proprietor debits his Aaaeta and 
credits himself for an equal Bum at the time of beginning buBiness; 
henoe if he has any liabilities at this time, to be consistent with their 
opposite nature, he debits himself for tbem and credits the liabilities. 

. Illustration. Suppose that the student is the proprietor and 
opens a set of books, having cash $2000, and that, W. M. Stevens owes 
him on account, f500, and that he owes on notes, $600, and J. C. 
Wilson on account, $200. There are two ways of recording this. 
One is to debit the assets and to credit the liabilities ; then credit 
the proprietor for the difference, or the net investment, thus: 
Caah 2000.00 



W. M. Stevmt 


eooM 


Sill) Pay. 


eoo.oo 


J. C. TO,™ 


200.00 


Student 


1800.00 



obyGoogle 
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The other plan is to make tvo separate entries, — one for the aasetii, 
the other for the liabilities, thus: 

ToK mm AwBT* For tb* LuBH-nm 

Oath 2000.00 Student 700.00 

W. M. Steven* 500.00 J. G. WiUon 200.00 

2500.00 BUI* Pay. 500.00 



AN EXERCISE ON OPENING ENTRIES 

Vor pncttee on opening entiies, the student nu; journalize the following exerclaaB, 
writing each ol them, by both the methods as illostrUed. 

1. Besan boslneee with assets and liabilities u follows:— AsseU: cash, $1200; J. 

8. White owed me on account, $360. Liability : I owed Hnnaoa & Co. oa 
acconnt, 9340. 

2. Beganboslneaewitb the following assets and liabilities :— Assets: cash, 932S0.9T; 

notes on hand, $700. Liabilitiea: notea ontstanding, 91980; accrued Interest, OTc. 

5. Had at banning baaineas the following assets and liabilities: — Aeeets: notea on 

hand, (1140 ; store and lot, valued at 92000 ; an account against Samuel 
Whitson for 9740. Liabilities : notes outstanding, 91890 ; I owed Munson A 
Co. on acconnt, 9950. 

4. Assets at be^Dnlng biuiness were ; real estate valued at 92SO0 ; an accoont 

against Samuel Whitson, 9960; notes on hand, tUOO. Liability; I owed 
Hunson & Co. on acconnt, 93360. 

6. Began buslnese with the following: — Assets: merchandise, $2000 ; J. S. Wbit« 

owed me on account, 9460; Samuel Whitson owed me on account, 9900. 
Liability : I owed Mnnson & Co. on account, 9300. 

5. Had at beginning business the following assets and liabilities: — Assets: cash, 

92010.59 ; an acconnt against J. S. White, 1172 ; office saio, 9376. Liabilities : 
notes outstanding, %ti!fi ; accrued Intereat, %1.W. 

7. BeganbuHiDesswlthasgetsandliabilitiesastolloWB: — Assets: cash, 92000; M. C. 

Blown owed on account, 9480. Liability : owed M. V. Hall on account, 9720. 

8. D. C. CampbeU began business with the following assets and liabilities : — Aseeta : 

merchandise, 9600 ; office safe, ^25 ; cash, 91974.31 ; M. C. Brown's acconnt, 
9105. LiabiUtles : note outstanding, 9800 ; IC. V. Hall's account, 9720. 
0. J. R. Little began boaineaa with tbe followiog assets and liabilities : — Aasets : 
merchandise, 91060 ; oiSce safe valued at 9420 ; cash, 92366.87 ; M. C. Brown's 
account, #198. Liabilities : notes outstanding, 92300 ; H. V. Hall's account, 
9520. 

10: J. R- Ramsey commenced business with aaaeta and liabilities as follows : — Assets : 
merchandise, 9968; office safe valued at 9*10; cash; 9614.17; T. C. Smith's 
account, 9674 ; notes on hand, 9563.60. LlabiliUee : notes outstanding, 91026 ; 
R. P. RedGeid's account, 9526. 

IL Student's asaets and liabilities at beglrtning business were aa follows: — Assets: 
merchandiae, 9886 ; of&ce safe valued at 9400 ; eight city lots valued at 9160 
each; notes, 9780; cash, 9741.1S. Liabilities: notes, 91676; R.P. RedBeld'a 
account, 9710. 
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PARTNERSHIPS 



The opening joanial entry for a partnership business is sobstantiaUj 
the same as that for a single proprietorship. It may be better, how- 
ever, to make a separate entry for each partner. 

The profit and loss account in the ledger will be a little different 
from that already given. It should show the amount of the profit or 
the loss to be transferred to each partner. A profit and loss account is 
given here to illustrate this new feature. An examination of it will be 
sufficient, it is thought, to indicate to the student how to treat such 
accounts. 

Thifl profit and loss account does not represent any work of the 
text-book. If the profit or the loss does not divide equally, as in this 
case, give one partner a cent more than the other. Never place a frac- 
tion of a cent in the money columns of a set of books. 







S'wjtt 


CU^^ JCo^S' 








_ 


Real Estate 
Expense 




200 
8T 


30 




Mdse. 

P.A.Dmxil " 
t To Iw in red ink. 
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287 


30 
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NoTB. If It Ifl deaired to give the Ktndent & drill on JDomalizing opening entries for 
partneraliips, it may be bMl b; n^ng the opening memoranda of each exereiae in the next 



THE SALES BOOK OR SALES JOUSNAL 

The safes hook is a book in which sales of merchandise are recorded. 
By using such a hook much labor is saved in posting, as the footings 
of the columns can be carried forward from page to page until the 
end ot the week or month, and merchandise credited in the ledger for 
the total. Of course, merchandise sales are not then recorded in the 
journal. 

In posting this book, each person is debited in the ledger for the 
amount of his purchase. When this hook is used in connection with 
the journal, or with the journal and caah-book, as in school practice, it 
is more convenient to post everything from one book before beginning 
the posting of another. It is true, the dates will not occur in regular 
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order in the ledger, but that does not matter. In buainess, hovever, 
the books should be kept posted up to dat«, if possible. 

The check mark (^) opposite S. K. Johnston's aame in the sales 
book which follows, means that S. K. Johnston is not to be debited in 
the ledger for this sale, as he paid cash. Usually, if an item ia not 
to be posted, it is better to check it at the time the record is made. 
The sales of the transactions recorded on pages 22 and 23 would 
appear in the sales book as shown in the illustration which follows. 
The ledger pages used in checkiDg are as they would be, if this 
were posted to the ledger accounts on pages 28-80. The mer- 
chandise account in that ledger would now appear different, as it 
would have but one entry on the credit side instead of six. 

SET VI. PARTNERSHIPS. — EQUAL PROFIT AND LOSS 

Sdoqbitioii. In writing tlilB set, tbe nles book, casb-book, Knd jonnud may be u«ed. 
Record in the Mies book ail gales of mercbandise ; In the caah-teok, all caab tianaactiona ; 
and all remalsing transacUonB in tbe journal. 

ExKacisE 1 
Jnly, 190-. 

1. Student and H. W. Speer entered Into partnership, profits and loaam to be divided 

equally. Student Inveetad a nol« made hy A, H. Brown, dated January 2 last, 

11000 ; accrued inlerest on same, (30 ; cash, f 70. H. W. Speer Invested caA, 

f 1360, and owed J. O. Webster on account. #260. 
1. BoDgfat invoice of fnmitnie of J. O. Webster, fSM. Paid cash, #300; balance 

on account. 
& Sold W. R. Litlell on account, 1 tnatble top bureau, (SO ; 1 extension table, #12 ; 

( dos. dining-room ch^rs at #20 per dos. 
4. Sold H. W. Pickering on his note at 20 days, 3 dos. dining-room chairs at #20 per 

doE.;2 doc rosewood bedroom chain' at #50 per doc; 2 extension tables at #11. 
G. Paid freight in cash, #21. 

6. Paid J. O. Webster cash on account, #240. 

7. Sold W. R. Littellon account, 4 eztenrion tablesat #12; 8 maliogany bo<^ case* 

at #60 ; 2 doz. bedroom chairs at #85 per doz. 

8. Sold 8. M. White for cash, \\ doz. dining-room chairs at #9 per doc ; 1 bedroom 

set, #6G ; S extension tables at #13. 

10. Paid drayage bills In cash, #24.26. 

10; Sold W. R. Baiter 2 doz. bedroom chairs at #20 per dos. ; 3 dos. dining-room 
chairs at #14 per doz. ; 2 extension tables at #10 ; 1 rosewood marble top table, 
#22. Received note at 16 days, with interest, #12G ; casb for balanoe. 

EZEBCISE 2 

(10. Student and H. A. Brown began a partnership btisjness, profits and losses to be 
shared eqnally. Student invested a note made hy A. H. Brown, dated Januaiy 
a last, #1000 ; accrued interest on same, # ; cash, #80.88. H. A. Brown 
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July, 190-. 

infected notea, 9307 [see July t and 10] ; meichandiBe, (SU : etab, 9800.8T ; 
Ml scconnt ag&inat W. B. Ijtwll, (310 ; kod owed J. 6. WebMer on acconnt, 
•6700 
11. gold Thomas Ljtm on uconnt, 1 dec D. B. duin U 912 per doic ; 1 ezteiuiMi 
table, 914 ; 1 marUe top biuesa, 946. 

15. Bought of L. Z. Emmert an inTotce of fnmitoie, 91000. G*re him note U 20 

days, 9700 ; balance on aoconnt. 
14. H. W. Pickei^ prepaid note of 4tfa inst. In caih, lew dlacoont. 
14. Sold W. B. littell on accoont, 4 extenaioa Ubles at 912 ; 8 doc D. B, chain at 

99 per doz. ; 2 roeewood tf. T. taUee at 92S. 

16. Ftii frel^t bUl in caeb, 912.80. 

17. Sold W. B. UtIeU on account, 4 B.B.H!tB at $37.60; 3 hLT.bOMKia at 922; 

1 book case, 914. 

18. Paid ooi note of 13th Inst, in cash, lew discount. 

IB. Bold B. F. Smith on account, j doz. D. B. chain at 94.36 par doc ; 1 D. B. table 
at 97.60. 

19. Paid cash for stationery, 910.60. 

SO. Sold W. C. Ball for cash, 3 extension tables at 98 ; 2 doc D. B. chain at 910 

EXEBCISK 3 
(SO. Student and L. C. Colwell entered Into partnership, proSta and losses to be 
divided equally. Student invested notes against others, 91136 [see July 1 

and 10] ; accrued Interest oa these notes, 9 ; cash, 91S-01 ; account sgalnsi 

W. R. LitteU, 9669 ; and owed J. O. Webster on account, 9G70. L. C. Col- 
well invested merchaodise, 9SS6 ; cash, 9438.39.) 
is. Bonght store and lot of V. M. Mason on our note at 60 days, with interest, 9130a 

34. Gave J. O. Webster our note at 30 days, with Interest, on account, 9660. 

24. Sold Thomas Lynn on account, 4 doc D. R. chain at 918 per doc ; 3 extension 
tables at 913 i 6 H. T. tables at 97. 

26. W. R. Littell gave ua note at 10 days on account, 9800. 

35. W. R. Baxter paid note o( 10th inst. and Interest in cash. 

SO. Sold Thomas Lynn on acconnt, 3 doe. B. B. chain at 94.60 per doc ; 8 bedsteads 

at 9fiS6 i 8 woahstands at 97. 
ST. Paid gM bill in cash, 912. 

27. Sold B. F. Smith on account, 2 doz. B. B. chain at 94.60 per doz. ; % bedsteads 

at 95.S& ; 1 wsahatand at 98. 

28. Note of Janoary S last, with interest, has been paid in casb. 

28. Sold Thomas Lynn on account, ^ doc B. R. chain at 94.60 per doc ; 2 wsafastanda 
at 98. 

20. W. R. Littell paid note of 25Ib lust. In cash, less discount. 
20. Paid drayage in casb, 918.26. 

31. Sold B. F. Smith on account, 1 D. B. Uble at 98 ; 1 doc D. K. chain at 94.60 

.„ Exercise 4 

August, 1B0-. 

(1. Student, L. H. WIshard, and H. M. Kimball formed a partnership, profits and 
lessee to be shared equally. Student invested merchandise, 9860 ; cash, 984.21 ; 

' If the ledger Is closed July 31, In strictness the Interest on notes should be computed 
only to include that date. In computing results, however, the time baa been mads to 
include Angnst I, so as to conform with the amount In the opening entry of Exercise 1. 

— s'^ 
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Aaput, 190-. 

■cconnt agBlDst W. R. Llttell, ffig. L. H. Wlnluud InvHtod raal eauUi, 
•1800 ; cash, f 18S6.M ; aad owed notes of Jalj 2S and 24, f 1750 ; acciued 

interest on Mine, « .' U. M. KlmtNill InTesied caab, 9708.21 ; and owed 

J. G. WelMter on acconnc, |20.) 

1. Sold B. 8. Cnlver on his now at 30 days, 1 walnut book case, #30 ; 3 dox. D. B. 
ch^iB at #8 per doz. i G B. K^ seta at 900. 

fi. BoQght ofBce safe for cash, $276. 

8. Sold C. F. Crooks on account, 3 D. K. tables at 9S ; 2 don. D. R. cbaln at 916 
per doc ; 4 walnut book cases at 930. 

4. lUd Ukxes on real estate Id caab, 98.03. 

6. Sold J. G. Holland 1 rosewood M. T. utble, #60 ; 4 extendon tables at 914 ; 7 doi. 
D. R. ch^n at 98.2E per doz. ; 6 bedsteads at tiM. Received note at 15 days, 
with interest, 9:i00 ; cash for balance. 

0. Booght of J. G. Webster on acconnt, invoice of furniture, 9T2S. 

8. Sold C. F. Crooks on account, } doz. I). R. chain at $9 per doa. ; 3 loeewood bed- 
steads at 927 ; 6 M. T. bureaus at 9IT. 

10. Gave J. G. Webster on account, note at 80 days, with Intentt, 9700 ; cash, 92S. 

11. B. S, Culver prepaid note of Ist lust In cosh, less dlsconnL 

11. Sold W. R. Llttell on account, 7 B. R. sets at 940 ; 4 doa. D, R. obidrs at 90 pel 

do£. ; 3 book cases at 921. 

12. Paid freight and diayage in cash, 929.45. 

13. Received caab of W. R. Littell on account, 940O. 

16. Paid J. Q. Webster caab for balance dne him on aooonnt. 
IG, Received cash for intCTest due on note of 6th Inst. 

Exercise 5 
(1Gb Student and D. C. Masters began a partneratalp bnainess, proflta and lossee to be 
shared equally. Stadent Invested real estate, 91200 ; office safe, 92TG ; account 
against C. F. Crooks, 933B.G0 ; caab, 91722.14; and owed on notes outstanding, 

9S4G0 [seeJuly 22 and 24 and August 10]; accrued In tetMt on these notes, 9 . 

D. C. Masters Inverted note of lOth inst., 9200 ; cash, 9878.24.) 
Ifi. Bought Invoice of fnmitare of L. Z. Emmert on acconat, 9076. 

17. Sold C. F. Crooks S doz. D. R. chain at 910 per doz. ; 4 extension tablet at 913 ; 

2 H. T. bureaus at 917. Received cash, 9&0 ; balance on account. 

18. Student withdrew cash for private use, 9226. 

19. Sold B. S. Colvln on his note at 80 days, 1 mahogany book ease, 940 ; 3 do£. D. R. 

chairs at 9O.GO per doz. ; 3 tables at 9T .20; S M. T. bureaus at 910.60. 
SO. Paid sundry expenses tn caab, 913.70. 

SO. Note of 6tb insL and interest accrued since the 16th have been paid in cash, 
32. Sold B. F. Smith on account 1} doz. D. R. chain at 95 per doz.; 2 D. R. taUeaat 

97.50. 
S3. Paid L. Z. Emmert cash on account, 9400, and gave him note at 20 dtTS for #600. 
23. Paid note of 24th nit. and interest in caab. 

26. Paid note ol 28rd Inat. in cash, less discount. 

20. Sold Thomas Lynn on account, 3 doz. D. R. chain at 910 per doc. ; 3 doz. hn» 

wood ehaiis at 936 per doc. 

27, B. S. Colvln paid note of 19th Inst hi cash, less discount. 
99. Received cash of C. F. Crooks on account, 975. 



I See footnote on page 80. ^-^ . 
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Angnst, 190-k 

ao. Piid cult foi stationery, •8.2G. 

81. Sold (or oaA to D. H. Dean, 1 walaat bookcase, 928. 

InTentoriee i mercbandlae, $760 ; real estate, 91200 ; office aafe, tST5 ; accrued inter- 
est owed to others, f 10.4fi. 

Balances; bills payable, (lOOO; cash, IISM.U; C. F. Crooks, Dr., 9360M. 



STATEMENTS 

SoaaaiTion. He atadent will do well, at tliis point, to m-nsd tlte " Prdiininaiy 
Bemarks," beginning on page 32. 

A statement is an exhibit, in a convenient form, of the principal 
facts of a buBiness or of some phase of a business. The details of its 
arrangement depend upon the information it is desired to make promi- 
nent. The sources of the material for statements will depend upon the 
manner of keeping the books. The inventories, at least, must be ob- 
tuned from sources outside of the principal books. 

On page 89 there is presented a statement of the assets and lia- 
bilities, and also one of the profits and losses, as thej stood at the close 
of the business recorded in the illustrative set on pages 22-80. By 
referring to that set, it will be seen that these statements give a com- 
prehensive view of the business at that time. 

Following the statements mentioned in the preceding paragraph 
there is given a set of statements for a partnership business. They do 
not represent any work of the text-book. 

On page 113 there is given another statement slightly different 
from those on pages 89 and 90. 

EXERCISES FOR PRACTICE 

From the following data the etndent may render statements, using the frams on 
pages 89 and 00 as models. 

EXBRCISB 1 
John Wilson began bosiness with a cai^tal of 91200. At llie end of a certain period 
bis books showed the following: — Cash on hand, 91000. Merchandise: cost, 91200; 
sales, 9T00; on hand, 9600. Kea] estate on hand, 9900. J. R. Dillon, Dr., 9600. W.H. 
Steele, Cr., 9700. R. S. Colyln, Or., 9706. Interest paid by him, 92fi. Ootlay for expenses, 
980. Notes oatstandlng, 9350- 

EXERCISE 2 

Student and W. A. Lyman commenced boslneas, each making an faiTMtment of #1000, 
profits and losses lo be divided eqoally. At the end of a certain period their books showed 
the following tacts :_L. M. Black, Dr., 9400. W. S. Jones, Dr. 9S00. R. S. Crane, Cc., 
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f816. MerehmndlM! Gort,«lO(»; nles, 9300; OD band, 9000. Real estate : cost. «12D0; 
Hks, 9100 J TBloe of that renu^nlDg, 9960. Cuh, 9800. Notes oo hand, 9600. ReceiTOd 
for Interest, 940. Outlay tor eipeoHM, $30. Paid (or taxes, f2i. 

Exercise 3 
This trial balance exhibits the coadition of a buainess at the time 
statemeots are to be made. Make the statements. 
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Student 




1000 






CaiA 


ISOO 


800 






MdK. (wnroW, $400) 


1500 


IWO 






John KelUy 


600 


300 






D. C. Ardrey 


200 


BOO 






Bills receivable 


600 




500 






Bills payable 


376 




500 






Henry Gibson 


SOO 




150 






Charles Hastings 


SIO 




250 






Expense (inventory, t£6(f) 


S90 










Interest 


40 




15 


- 


seis 




5216 















S'lioL ^aia/y(A& 













Student 






1200 






W. S. Dunn (partner) 
MdK. (unmM, 950ff) 
Cask 


1500 
800 




1200 
1200 
500 


60 




Bills receivable 


900 




400 






Iie<d estau (value on hand, $900) 
D. S. Broom 


1200 
700 




400 
200 






L. E. West 


450 




75 


25 




Samuel Harper 


290 




310 


70 




Interest 


60 90 








Expense 

W. S. Lambert 


45.05 

50\ 

598665 


500 
5986 


55 















ScoaaSTiOHB. In bis future wortc the atndent should frequently make statementa 
from the seu he is writing. 

It will add to tbe student's information if he will begin examining statemente of 
banks, insurance companies, ete., as he finds them from time to time in the newspapers 
and in adverliaing matter. 
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SET Vn. PARTNERSHIPS.— PROFITS AND LOSSES IN 
PROPORTION TO INVESTMENT 

SnvoBsnOH. In tiiia Mt the nse of the jooioal, caah-boofc, and bbIm bocrk m^ ba 

oontlnoed. 

EXSHCISB 1 

8ept«mb«r, 100-. 

1. Student knd W. A. Allen formed » pannenhlp, proflta and loMoa to be ahared in 
proportion to inveeUuent. Stadent Inrested cuh, ^600, and an account against 
W. A. Conn, SfiOO. W. A Allen inTeated real eatMe, t2200, and owed Farnell 
« Son on aoconnt, #200. 

1. Bought of Pamell & Son on acooimt. Invoice of merchandlae, fS60. 

S. Sold W. J. Terry on account, G bbL G. (granolated) angar, ISDD lb., at 5ff ; 10 
bbl. floor at N.^ ; 225 bn. poUtoes at 60f. 

5. Boni^t of R. 8. Hale & Co. invoice of merchandlae, fMT.60. F^ them caah, 

•302.00 ; gave them onr note at 60 daya, ffiOO ; balance on aoconnt. 

6. Sold W. A. Dunn on aoconnt, 12 bbL flour at $4.80 ; 20 bU. potatoes at (1 JO ; 

8 bbl. A coffee aogar, 2400 lb., at &if. 
6. Sold D. H. Blue 40 doz. egga at 20^ ; 26 bbL apples at $2.G0 ; 80 lb. bntl«i at 25^ ; 
TG bu. potaloea at 50^. Received In payment note at 30 daya, $100 ; cash for 
balance. 

6. Sold W. J. Terry on account, 5 bbl. G. augar, 1600 lb., at 6{f ; 6 bbL flonr at 

94.80 ; 75 bn. potatoee at tOf. 

7. W, J. Terry paid caah on account, $225. 

8. Sold W. A. Dunn on account, 30 bbL applea at $2.60 ; SO bbL potatoea at $1.2S. 
8, D. H. Blue p^d caah for note of Otb luat., leaa dlacounL 

0. Sold A. R. Black for cash, 10 bbl. apples at $2.50 ; 12 bbl. flour at $4.80 ; 40 bo. 

potatoes at 60f . 
10. F^d B. S. Bale & Co. on account, cash, $126. 
10. Sold W. A. Dunn on account, 10 bbl. apples at ^.SO ; 20 bbl. potatoes at $1.26. 

EzKBCIBE 2 
(10. Stndent and D. S. Beavers entered into partnership, profits and loaaes to be 
ahared propoHionalty. Stadent put into the bnaineaa, merchandise, $026 ; cash, 
$2227.82 ; an account against W. A. Dunn, $040.60 ; and oned note of 3rd, 
$500. D. B. Beavers invested real istate, $2200 ; caah, $209.71 ; and owed 
Pamell A Son on account, $860.) 
12. Gave Pamell & Son our note at 30 days on account, $000. 

12. Sold A. M. Camp lor caah, 3 bbl. 0. angar, 836 lb., at 6{/ ; 40 bo. potatoea at 

60f ; 26 doz. egga at 18^ 
18. W. A. Dunn gave us note at 30 days on acconnt, $476, and cash, $300. 

13. Prepaid our note of Srd inat, favor of K. S. Haie & Co., in cash, less discount. 

14. BonghtofR. S. Hale ft Co. invoice of merchandise, $104.61. P^d cash, $103.21 ; 

balance on account. 

14. Sold W. J. Terry on acconnt, 16 bbl. O. sugar, 4600 lb., at 5}^ ; 226 bn. potatoea 

at 60/ ; 00 lb. butter at 25/ ; 36 doz. eggs at 16/. 
16. Paid John Wilson cash for printing bill-heads, $0.76. 

15. Sold B. A. Brown for caah, 20 bu. potatoea at 60/ ; 15 doz. eggs at IB/. 

16. Sold W. J. Terry on account, 25 bu. potatoes at 60/ j 36 lb. butter at 36/ ; 26 dox 
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September, 19(K 

IS. W. A. Dunn prepaid nola ol 13tb Inat in each, le« diacount. 
17. Sold W^. A. Dann 25 bbl. apples at «2.76 ; 50 doc eggs at 22^; 60 bbL potatoes 
' at $1.20. He paid cash, 980 ; balance on account. 

10. Sold W. J. Teny on account, 20 bbl. apples at $2.60; 36 dos. eggs at 18^; 26 
bbL potatoes at $1.40. 

20. W. J. Terry paid lu caah on aoconnt, $400. 

Exercise 3 
(20. Student and U. F. Janett entered Into partneiship, profits and losses to be shared 
proportionall;. Student invested real estate, $2200 ; cash, $1437.62. M. F. 
Jarrett inveeted cash, $1810.10; an account owed by W. A. Dunn, $24S.S6, 
He owed on note of the 12tb, $000 - ParneU & Son on account, $260.) 

21. Bought of R. 8. Hale k Co. invoice of merchandise, $1448.60. Paid them cash, 

$280 ; balance on account. 

21. Sold W. .[. Terry on account, 20 bhl. apples at $2. 76 ; 60 bbL potatoes at $1.10; 

40 lb. butter at 20^. 

22. Gave Parnell & Son note at 16 days on account, $176. 

22. Sold A. R. Kennedy for cash, 8 bbl. apples at $2.50 ; 13 bu. potatoes at Kf ; 

80 doK. eggs at 20f. 
22. Prepaid our note of 12th tost, in cash, less discount to matnrity. 
24. Sold W.J. Terry on account, 40 bbl. flour at »4.87i; 40 bbl. apples at $2.75; 

70 bbl. potatoes at $1.10; 20 lb. butter at 20f. 
27. Received of W. A. Dunn note at 20 days on account, $240. 

27. Sold J. H. Dale on note at 15 days, 25 bbl. flour at $4.80; 12 bbl. O. mgu, 

3600 lb., at ^^ ; 2,BackB Rio coffee, 300 lb., at 12}^. 

28. Paid freight aiid drayage [n cash, $14.35. 

28. Sold L. C. Adams for cash, 2 bbl. apples at $2.60 ; 5 hu. potatoes at 50^. 

29. W.J. Terry paid cash for aaiea of 2l3t and 24th. 

20. Paid cash for permanent improvements on real estate, $200. 

80. Soldff. J. Terry on account, 10 bbl. flour at $4.80; 16 bbl. potatoes at $1.10 j 

70 lb. bntter at 20f . 
SO. Paid cash for sundry ezpenses, $8.60. 

October, 190- Exbrcise 4 

(1. Student, J. S. Colvln, and J. W. McCammon began a partnership business, profits 
and losses to be divided in proportion to investment. Student invested real 
estate valued at $2600 ; cash, $a67.08. J. S. Colvln Invested merchandise, 
$550 ; casli, $1228.84 ; and owed on not« oF September 22, $176 ; on account 
to Pameli & Son. $75, J. W, McCammon invested two notes dated September 
27, $604.60; cash, $924.34.) 
1. Sold B. 8. Long on note at ID days, with interest, 16 bbl. Q. sugar, 4600 lb., at 
6;^ ; 125 lb. butter at 24f ; 40 bhl. apples at $2.60 ; 30 bbt. potatoes at $1 .50. 

3. Bought of R. S. Kale & Co. invoice of merchandise, $1200. Paid cash tot one* 

third ; balance on account. 

4. Sold H. II. Wood on account, 16 bbl. flour at $4.76 ; 8 bbl. G. sugai, 2400 lb., at 

6J^ ; 60 doz. egga at 20^ ; 80 lb. bntter at 20^. 
6. Bought ofBce safe of Jolm Dunning & Co., paying cash, $460. 

6. Paid freight blU in cash, $20.20. 

7. Sold H. M. Andrews on his note at 30 days, 400 lb. butter at 23f ; 6 bbl. G. sugar, 

1600 lb., at &)# ; 76 bbl. apples at $2.80. 

— S''^ 
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October, 1Q(K 

7. Paid QOte of !t2ad ult. In cuh. 

B. Sold H. H. Wood on accoimt, 16 bbl. flour »t 94.TG; 3 ucka Rio coffee, 4G0 lb., 
at 12^^ ; 7 bbL standard A. iugar, 2100 Ib^ at (>if ; 100 bbl. apples at 92.G0. 

10. Bought of Famelt & Son on mccoont, invoice of merchtndiBe, 9^W. 

IQ. Sold H. H. Wood on account, ID bbl. flour at 14.75 ; 26 doz. eggs at 20^ ; 20 lb 
butter at 26f. 

11. Sold W. J. Teny 12 bbl. floor at ♦4.75 ; 10 bbl. G. sugar, 8000 Ib^ at 6|^ ; 40 bbl. 

apple* at 92.S0. He paid cash, fT6 ; balance on account 

11. B. S. Long p^d cub for Dote of lat inst., and inteiest. 

12. H. H. Wood paid caab on account, 9S0. 

12. Received cash of 1. H. Dale for note ol 27th ult. 

13. Paid R. 8. Hale & Co. cash on account, fdOO. 

14. Sold W. J. Ten? on account, 6 bbl. flour at 94.75 ; 20 bbL apples at 92.60. 
U. W. J. Terr; paid casfa on account, 932&. 

Exercise 5 

(15. Stodent, A. D. Jndd, and L. H. Hills entered into partnenhip, profits and loews 
to be shared in proportion to investment Stndent Invested imJ estate, 92fi00 ; 
cash, 1620.21 ; and ovred Pamell & Son on account, 9615. A. D. Jadd invested 
mercbandiBe, 9860; office safe, $430; cash, 9901.21. L. H. Mills invested 
cash, 9881.21; notes of September 27 and October 7, 9624. GO i K H. Wood's 
account, 9705.50.) 

17. W. A. Dunn baa paid nol« of 27tb ult. in cash. 

17. Bought of R. S. Hale & Co, on account, invoice of merchandise, 9^30. 

18. Sold W. A. Dunn on account, 50 bbL O. sugar, 15,000 lb., at 5J^ ; 12 bbl. stand- 

ard A sugar, 3600 lb., at 6}^ ; 5 sacks Rio coffee, 700 lb., at 12}^ ; 5 bbL 
apples at 92.75. 

15. Received of H. K Wood on account, note at 10 da;s, with Interest, 9600 ; cash, 

9100. 

19. Sold L. M. Batley for cash, 10 bbl. G. sugar, 28M lb., at 5^^; 8 bbl. apples at 

92.75 ; 10 bbl. potatoes at 91.40. 

21, Sold A. D. Sutes 10 bbl. G. sugar, 3000 lb., at 5}^; 8 bbl. standard A sngar, 

2400 lb., at 5\f ; 120 bbL apples at 92.60. Received note at 20 da; s for one- 
half ; cash for balance. 

22. Note of 7th inet. has been p^d in cash, leas discount. 

22. Gave Pamell & Sod onr note at SO days on account, 9500 ; cash, 9300. 

S2. Bought of Parnell £ Son on account, invoice of merchandise, 91000. 

24. Sold H. H. Wood on account, 90 doz. eggs at I6f ; 126 lb. butter at 2«f ; 30 bbL 

potatoes at 91.40 ; 15 bbl. flour at 84.7^i. 
26. Student vrithdren cash for private use, 9260. 

26. Sold W. A. Morgan on bis note at 15 days, 40 doz, eggs at IBf ; 20 bbl. flour at 

94.75 ; 2.> bbl. potatoes at 91.40. 

27. Paid R. S. Hale £ Co. cash on account, 9^20. 
26. Paid freight bills in caHh, «26.40. 

28. Received cash for note of ISth inst. and interest. 
31. W. A. Dunn paid cash on account, 9S00. 

Inventories ; merchandlBe, 9^27.85 ; real estate, 92500 ; oCBce safe valued at 9^26. 
Balances: canh, pi92^.22; bills receivable, 9^38.701 bills payable, 9600; H. H, 
Wood, Dr., 9167.45 ; W. A. Dunn, Dr., 9315.25 or 9318.60. 
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COUMERCIAL PAPER 

OUTLINE 

1> Promises 

1^ Parties to a promise 
1" Original 

1* Maker 

2* Payee 

2* Subsequent 

1* Indorsor 
2* Indorsee 
2* Classes 

1* Bills receivable 
2B Bills payable 
2* Obders 

1^ Parties to an order 
1* Original 

1* Drawer 
2* Drawee 
8* Payee 
2* Subsequent 
1* Indorsor 
2* Indorsee 
8* Acceptor 
2* Classes 

1' General 
2" Specific 

1* Checks 
2* Drafts 

1^ Kinds as to parties 
1' Personal 

2" Bank (or bill of exchange) 
1^ Domestic 
2^ Foreign 
2*^ Kinds as to time of payment 
1« Sight 
2« Time 

V After sight 
2T After date 
8* Letters of credit 
4* Money orders 

1' Postal (2* Express) 
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DEFINITIONS AND EXPLANATIONS 

Promisea are naually called notes and have already been considered 
on page 48. [It may be well for the student, in this coniiection, to 
re-read what is there said.] 

An order is a request of one person upon a second to pay money or 
to deliver goods to a third person. 

There are three original parties to an order, the drawer, the drawee, 
and the payee. The drawer is the person drawing the order, or the 
one who signs it ; the draaee is the person upon whom it is drawn, or 
the person to whom it is addressed, or who is to pay it ; the payee is 
the person in whose favor it is drawn, or the one to whom the money 
is to be paid, or to whom the goods are to be delivered. When the 
drawee accepts an order he becomes an acceptor. If the payee trans- 
fers an order to another by indorsement, he becomes an indortor, and 
the person to whom it is thus transferred becomes an indortee. 

Orders may be classed as general and specific. The general order 
(called simply an order) is used in any common business transaction in 
which a second person ia requested to pay money or to deliver goods to 
a third. Specific orders are given different names depending upon the 
circumstances or relations in which they are used. 

A check is a written order of a person on & bank requesting the 
payment of a specified sum of money. 

For illustration of order and check, see " Boslness Forms,'* page 131. 

DRAFTS 

A pergonal draft is a written order of one person on a second requesting 
the payment of a specified sum of money to a third person or to his order. 

A hank draft is a written order of one bank on a second bank 
requesting the payment of a specified sum of money to some individual 
or firm. It may be obtained at a bank and sent through tiie mail 
instead of sending the money. It offers a safe and convenient method 
of transmitting money. A draft can usually be cashed at any bank 
where the payee is known or where he can be identified. Bank drafts 
are treated as cash. 

In reference to time of payment, drafts may be drawn in any one 
of three ways: (1) payable at sight, (2) payable a given number of 
days after sight, or (3) payable a given number of days after date, i 

'""■■'"'"'■ ■■■' ^"-'^'tS 



CoMHEBCiAX Paper 



Use op Drafts Iixitstratbd 



Drafts are ased to avoid the riak and expense of sending money 
through the mail. Suppose that Joseph P. Horn, of Omaha, owes 
J. H. Hamilton, of Kansas City, t590, and that Samuel L. Lamed, of 
Kansas City, owes Joseph P. Horn, of Omaha, ¥590. To settle these 
debts, Larned, at Kansas City, could send to Horn, at Omaha, ¥590, 
and then Horn could send to Hamilton, at Kansas City, ¥590 ; but this 
would necessitate sending the money twice through the mail. Mani- 
festly the same result could be attained if Horn would instruct Lamed 
to pay Hamilton the ¥590. And as Larned and Hamilton live in the 
same city, there is no risk and no expense. Horn does this by writing 
an order on Lamed and sending it to Hamilton by mail. Hamilton 
presents it to Larned and receives his pay. Such an order is called a 
draft. It is illustrated here in the form of 



A SIGHT DRAFT 




Omaha, JVe6„ .^wsW^t, /, 190^ 
(Zt ftty-W pay to the order of — f. ff. fia/mAUo^, — 






$5^0.00 
Dollara, 


value received, and charge to the account of 

To ^a.ntAul L. £a.x.-Md, joM^ <?. 


/"fotm,. 



In the foregoing draft, Joseph P. Horn is the drawer, Samuel 
L. Larned is the drawee, and J. H. Hamilton is the payee. 

Journal Entries for Foregoing Draft 

Joseph P. Horn's Entry. If Horn had received the cash from 
Larned, be would debit cash and credit Larned. Then if he remitted 
the cash to Hamilton, he would debit Hamilton and credit cash. But 
no cash comes into his possession. Hamilton, however, just as cer- 
tainly receives it, and Lamed gives it up for Horn's benefit ; hence be 
debits Hamilton and credits Larned : 

J. H. Mamilton 690.00 

Samuel L. Learned 590.00 r^ i 

DgitizecbyCjOOglC 
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Samuel L. Labnbd's Entby. If Lamed pud the cash to Horn, 
he would debit Horn and credit cash. But as he simply bands it to 
some one else on Horn's order, it is the same in effect as though be 
bad paid it to Horn, and be makes the following entry : 
Joteph P. Horn 590.00 

Oath 590.00 

3. H. Hamilton's Entby. If Hamilton received the cash directly 
from Horn, be would debit cash and credit Horn. But receiving it 
from Lamed on Horn's order is the same to him in effect as receiving 
it from HoPD ; hence be makes the entry thus : 
Ctuh 590.00 

Jotepk P. Horn 590.00 

If the student will put himself in tbe place of each of these persons 
in turn, the matter will seem quite clear to him. 

Rbmabk. — In filling blank spaces in printed forms of drafts, 
checks, notes, etc., tbe items written in should begin at tbe extreme 
left of tbe blank spaces with a line following each to fill up tbe 
remainder of the space so as to make it as difficult as possible for 
alterations to be made, or if tbe items written in are placed in the 
middle of the spaces, they should be both preceded and followed by a 
stroke of tbe pea. 

Time Deafts 

A time draft, to be binding upon tbe drawee, must be accepted by 
him. The drawee accepts by writing across tbe face of the draft tbe 
word, Aeeepted, and signing his name. This makes him legally respon- 
sible for payment, and tbe draft becomes tlie same as a note. In other 
words, by acceptance the draft becomes a promise instead of an order ; 
hence it is a "bill payable" to the drawee and a "bill receivable" to 
tbe payee. If tbe draft is drawn payable a certain number of days 
after sight, tbe acceptance must be dated, in order to determine tbe 
date wben it will fall due. If it is made payable a certain number of 
days after date, it does not matter whether the acceptance is dated or 
not, as it will not affect the time when the draft falls due. The place 
where the draft is to be paid may be designated in the acceptance. 
[Tbe acceptance wiU be neater and plainer if written in red ink, but 
it may be written in any kind of ink, or even with a pencil.] _ , J lc 
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"AFTEBL SIGHT" TIKE DRAFT 







Detroit, Mick., 7n<Mf hS, 190.^ 

Thuf , , . ,. 

„~__^C tiii-&ntif dayaf w^^C^-^^^pffly to the 

order of ^. fC. .ba^UeU, $ i^S.JS 

— cJWi* k^K^AAcC {ciCu-tA/LeA a/mi -^-..^^DdUta's, 
value received, and charge to the account of 

To fc.^'lMA. V &t>., foWiM.0^ &= ^. 



"AFTBK DA^" IDIB DRAFT 



Bangor, Me., ^wm, S, 190„ 



J>ue~. 



Se/f^ eta/ijt/ aiteA^ date- pay to 

Mvid 7n. ^tme. or order, $168.^5 

value received, and charge to the account of 

To R. ^. 8<yuH,^, d. Ji. taJU-wtU. 



Journal Entries for the Second of the Foregoing 
Time Drafts 

At the time the draft was drawn and accepted, the different persons 
would have made entries in their books as follows : 



1. A. N. CaldweU . 

2. R. S. Bowser . 
S. David M. Stone 



{David M. Stone 168.4S 

\ R. S. Bowier 168.45 

(A. N. CaldweU 168.45 

\ Billt Payable 168.45 

{BUh Receivable 168.45 

\ A. JV. Caldwell 168^45 

,.,„=..., Google 
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At the time the draft was due, Bupposing it was paid in cash, the 
drawee and the payee would have made entries as follows : 

1. R. S. Bowser . . . {^•«</«y«*fc i^S.^ 

1 CmK 168.45 



2. David M. Stone 



f Caah 168.45 

\ Billa ReeeimAle 168.45 



Dhapt, Two Persons 

Sometimes there are only two parties to a draft, one sustaining a 
double relation to it. In the following draft William W. Wiley is 
both drawer and payee : 



Washington, B.C., Ceto^M. f6, 190^ 

Due 

^S^aaXa^ d<Mfa. o/fttii, dat& p<vy to the order of 



valtie recei/ved, and charge to the account of 

To y. ^. WoocU, lOUliam. V)-. VKU^. 



Indorsehbnts 

Drafts, notes, checks, or other commercial paper, when drawn pay- 
able to order, must be indorsed by the payee, if transferred to some 
other person. This he may do by simply writing his name across the 
back of the paper. This would be a blank indorsement. Or he may 

write. Pay to the order of. (^pereon't name) and sign his name. 

This would be a full indorsement. 

Assuming that Wiley transferred the foregoing draft to E. T. Harris 
by a full indorsement, and that E. T. Harris transferred it to W. C. 
Meyers by a blank indorsement, the indorsements would appear on the 
back of the draft as shown on the opposite page. 

Indorsements are usually written across the left-hand end of the 
back of drafts, notes, checks, or other commercial paper. 
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Besides the forms of indorsement given in the preceding, there are 
other kinds, some of which are here illustrated : 




A FOSH OF BAITE DEAFT 



Ef|e Commercial Kattanal 99an{t 

Kansas CUy, Kanaaa, ^e^t. f6, 190 

Tfiy to the order o/.™™™,™^, C WiUon, #?#.^J 



^aw- l^a\k,, lA.y. C^x^U/i,. 



In buying a bank draft it may be made payable to the order of the 
person to whom it is to be sent, or to the order of the purchaser. The 
latter is the better plan, for the purchaser must then indorse it before 
delivering it ; and this he should do by a full indorsement. This 
indorsement will enable the draft to be identified if it should beoome 
separated from the instructions relating to it. 

hyiUzecovCoO^;t[C 
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. ., SpBCliLL Models fob Jodbnalizing Dbafis 

' Entries of drawer Dr. Cr. 

1. When he draws s sight or time draft | Payee 

and remits H; to the payee on account J Drawee 

2. When he draws a time draft and has it i Ca»h 

discounted, receiving cash for pro- 1 Ditcount 

ceeds J Drawee 

3. When he draws a time draft payable to \ niug K^g 

himself, which is accepted by the I 
drawee 



Drawee 



3. Entries of drawee 

1. When he accepts a time draft drawn on ^ 

himself on account J 

2. When he pays in cash a sight draft on 1 

himself J 

8. When he prepayB a time draft on him- 
self in cash, less the discount 



BilUPay. 



Diteount 
Oath 



4. When he pays his acceptance at matur* l BUU Pay. 

ity in cash 

5. When he pays his acceptance before 

maturity in cash, less the discount 



BUli Pay. 



Oath 
Diacovnt 



3. Entries of payee 



When he receives from the drawer 
OQ account a sight draft which the 
drawee pays in cash 

When he receives from the drawer on 
account a time draft which the drawee 
accepts 

When he receives from the drawer on 
account a time draft wliich the drawee 
prepays in cash, less the discount 

When he buys a time draft payable to 
his order, instead of receiving it on 
account, paying cash, less the discount 



Cath 
Ditcount 



Oath 
Diteount 



..Coogk 
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LETTER OF CREDIT AND MONEY ORDERS 

A letter qf credit is a wi-itten order of one bank on another, the 
latter usuaUy In a foreign country, and is honored, not only by the 
bank on which it is drawn, but also by any banking institution having 
business relations with the drawee. The payee may receive partial 
payments on the letter of credit until the aggregate amount equals 
the face of the letter. 

A poatal money order is a written order of one pOBt>oEEce on another 
requesting the payment of a specified sum of moaey. Postal money 
orders are made out in duplicate : one of these, which may be regarded 
as the original, is given to the purchaser and mailed by him to the 
payee ; the other, called the advice, is sent by the postmaster of the 
issuing ofEce to the postmaster of the paying office, instructing him 
to pay the sum specified to the person named, when the original order 
is presented by the payee. 

In an expreit money order, the express company agrees to transmit 
and pay a specified sum of mosey to the order of a specified person. 
Although worded like a promise, it serves every purpose of an order, 
for it will be cashed at any office of the company or, usually, at an 
ofQce of any other express company, or at any bank. 

SET VIII. DRAFT TRANSACTIONS INTRODUCED 

Note. Tbe prbiiaT7 object of this set ia to give a drill In jonmollzitig draft tronsM- 
tions. If it U used simpl; for ihls purpose, only thoae transactions l&TolTing diaitg noed 
be Joarnalized. On tbe other bftnd, It may be written u a complete aet. If this is done, 
it Is left to the teacher to decide irhM books shall be need. 

It will be well for the student to write a nnmber of these drafts, following the forms 
already given. 

Exercise 1 
•,190-. 
1. Commenced business with cash, 93000 ; notes on hand, 9600 ; and owed Onnby 
& Co. on acoount, 9400. 

5. Bought merchandise of Playter & Co. on aooonnt, 9B40, 

3. Sold merchandise to G. A. Dillon on account, 9120. 

4. Sold merchandise to H. I. Spencer, 9230. Received cash, 930; balaace on account. 

6. Drew a draft at ten days' sight on G. A. Dillon and i«mitted it to G»nby & Co. 
to apply on accoont, 9100. 

8. Filter & Co. drew a draft on me at flve days' st^t In favor of H. T. Jackson, 
which I accepted, 9840. 

5. P^d cash for freight, 912.S0. 

,.„=..., Google 
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September, 190-. 

6. Paid Granby & Co.'s slgbt diaft on me, favor ol tbemBelves, In cash, $300. 
10. Keceived a draft at eigbt days' Bigbt from B. L Spencer on D, E, Bronning, 
which he accepted, tSO. 

10. Sold merchandise to G. A. Dillon, f IW. He gave me a aight drmft on L. J. Bqi- 

geaa, which lie paid in caah, 990 ; balance on account. 

EXEBCISE 2 

(11. Commenced busineae with mercbandiw, f 160 ; notes and draft on hand, $680 ; 
cash, 9iiSOT.7D. Owed on draft outalanding, $SiO.) 

11. Sold merchandise to H. I. Spencer on acconnt, $246. 

12. Bought merchandise of Granby & Co., $660. Gave my draft at twenty daya 

from date on H. L Spencer for ^IdO ; balance on account. 

13. Sold merchandise to G. A. Dillon on account, $370. 

15. Paid my acceptance of the Sth in cash, $840. 

16. Prepaid in cash Granby & Co.'s draft on mo for $300, favor of L. H. Gorges, leas 

a discount of $3.1S. 
16. Bought merchandise of PUyter & Co. on acconnt, $370. 
10. Beceived draft of Q. A. Dillon at thirty days from date on Frank Buns for $200, 

which the drawee paid in caah, Ims a diaconnt of $1. 
IT. Draw a draft ou U. I. Spencer at ninety days from date, favor of myself, for 

$00 and Iiad It discounted at Imnk, receiving cash for the proceeds : discount, 

$1.35 ; proceeds, $88.65. 
16. Received cash for D. E. Browning's acceptance of the 10th, $80. 
19. Drew a draft at ten days from date on G. A. Dillon in favor of Flayler ft Co. for 

$100. Bemitted it to PUyter & Co. on sccoonl. 

Exercise 3 
(22. Commenced bnslneBS with cash, $2038.80; merchandise, $860; bills receivable 
on hand, $500. Owed on account, Granby & Co. $200 ; Playter A Co., $270.) 
22. Sold merchandise to 0. A. Dillon on account, $100. 

22. Bought ofBce safe for cash, $160. 

23. Granby ft Co. drew a draft at seven days' sight on me, favor of themselves, which 

I have accepted, $200. 

24. Gave Playter ft Co. a draft at ten days after date on G. A. Dillon for $100. 

25. Sold merchandise to H. I. Spencer on account, $300. 

26. G. A. Dillon gave me a draft at fifteen days' sight on David Hanhall, which be 

has accepted, $76. 

27. Received cash for note and interest : face of note, $300 ; Interest, $4.76. 

2S. H. L Spencer gave U. R. Grant a draft on me at thirty days' eight, which I paid 

in cash, less discount : face of draft, $300 ; discount, $1.46. 
30. Paid my acceptance of the 23rd Id cash, $200. 



October, 180-. 

(1. Student and Leroy Branson commenced business, profits and lones to be sbared 
equally. Student invested cash, $375 ; merebandise $300 ; office safe, $160. 
Leroy Branson Invested cash, $1020 ; bills receivable, $276. He owed an 
account to Playter ft Co., $170. 
Or admitted Leroy Branson as a partner, who Invested cash eqnal to student's 
present worth.) 
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October, 19(K 

1. Sold meichwidiw to O. A. I»Uod on acoount, 0130. 
1. PaLd cash lor Btatlonery, 98.76. 

3. Bougbt merchuidiae of Granb; & Co. on account, 9470. 

8. Paid Playler & Co.'b eight draft on me (or ua) in cash, $00. 

4. Gnve Gnuiby & Co. a draft ait t«n days' slgbt on G. A. Dillon foe 98O. 

9. Bold H. L Spencer mercbandiae an account, 9250. 

T. Accepted Qranb; & Co.'b draft on me (or lu) at six days' sight, favor of T. 3, 
Blatchly, 9125. 

5. BeceiTed of U. L Spencer a draft at twenty days' sigbt on Peter Giles, wbiob be 

baa accepted, 9150. 
9. PMpald Ptayter & Co.'b draft on me (or as) at sixty days' slgbt, favor of G«orge 
W, Washer, in caab, lees discount : tsoe of draft, 980 ; discount, 80^. 

10. Drew a draft on H. L Spencer at ninety days from date for 91OO and bad it dis- 

counted at bank, recelTing cash for the proceeds. Discount, 91>50 ; prooeeds, 
908.60. 

EXERCISR 5 

(11. student and Ira Manor commenced business to share praflu and losses equally. 
Student invested cash, 990.27 >; merchandise, MOO; office safe, 91501 bills 
receivable, 9426. Ha owed Oranb; & Co. on account, 92<16. Ira Maner in- 
vested cash, 91225.28,' and owed on an accepted draft outstanding, 9125. 
Or admitted Ira Maner as an equal partner, who invested cash equal to student's 
present worth.) 

11. Accepted Granby & Co.'s draft on me (or ua) at seven days' sight, favor of tbem- 

selves, 9200. 

13. Paid the acceptance of the 7th in cash, 9126. 

14. Sold merchandise to H. I. Spencer, 9200. Received a draft at sixty days' sight 

on Judson Wood, which he has accepted, for 9160 ; balance on account. 

15. Keceived cash on note and interest : face of note, 9100 ; interest, 92.05, 

10. Bou^t merchandise of Flayter k Co. on account, 8405. 
17. Sold merchandise to G. A. Dillon on account, 9235. 

17. Judson Wood paid bis acceptance of the 14th in cash, less discount to maturity ; 

face of draft, 9160 ; discount, 91.43. 

18. Bougbt ten lots for S1250 and gave note In payment. 
18. Paid the acceptance of the lltb in caab, 9200. 

20. Paid freight bills in cash, 922.50. 

EZERCTRE 6 

(81. Commenced business, Inveeiing cash, 912I0.2T'; merehandlHe, 9300; bills re- 
ceivable, 9326 ; office sate, 9450 ; real estate, 91260. Owed on bills payable, 
91250 ; Playter & Co. on account, 9496.) 

21. Paid Playter & Co.'s sight draft In favor of Charles Baker in cash, 9200. 

22. Sold merchandise to G. A. Dillon on account, 9325. 

22. Received of Q. A. Dillon a draft at sixty days' sight on John Sanders, which he 

accepted, 9250. 
24. Sold five Iota for cash, 9800. 



1 The sum of the two cash amounts may not agree with the caah balance of the 
preceding exercise. 

I This may tiot agree with the cash balance of the preceding exercise. , /^ i 
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October, !»-. 

26. Prepaid Plajter & Co.'i draft at thin; d&ys' sight in cHh, lew discount : face of 

draft, S1T6 ; diacoont, 68f. 

27. John Sanders prepAid hU acceptance of the 2SDd, leu discount to matiuit]': dia- 

couiit, «2.29 i cash received, 9247.71. 

27. Paid note In cash, 9I26Q ; interest on same, fl.66. 

28. Bought merchandise of Granby & Co. on account, 9476. 

28. Received cash of Peter Giles for hia acceptance of the Sth, flGO. 

29. Paid clerk hire in cash, «46. 

Inventories : merchandise, tfiW ; office aafe, V440 ; real estate, fTOO. 

SET IX. COLLECTION AND EXCHANGE TRANSACTIONS 
INTRODUCED 

If a person or a bank is paid for collecting checks, etc^ the ser- 
vice of such a person or bank has been received ; hence the service is 
debited. In this case the title Collection is generally used, designat- 
ing the purpose for which the service has been received. The person 
or bank making the collection credits the collection accoant, desig- 
nating the object for which the service has been given. 

If a bank is paid for its service in issuing a draft, the service is 
debited by using the title Exchange designating the purpose for whicli 
the service is received. 

These two items may be grouped under the title, Collection and 



SDaoESTioNS. The jonmal and tlie cash-book may be nsed In this set. Wiil« the 
checks and bank drafts. 

Exercise 1 
August, 190-. 

1. Student began hnsiness, investing cash, $2600 ; accoant agiinst 8. H. Crane, 

9700, and owed Ramsey &. Day on acconut, 9346. 

2. Bought of J. W. Harvey on account, invoice of merchandise, 9895. 

8. Bought draft at Commercial National Bank for 9276 cash and remitted tt to Ram- 
sey & Day on account. Bank charged ]% exchange, 69f . 

4. Received of S. H. Crane check on Commercial National Bank to apply on account, 
9320. 

6. Had S. H. Crane's check cashed at bank, chaif» for collection being ff%. 3Sf. 

7. Sold W. C. Praiier 200 ib. G. (granulated) sugar at ej^ ; 8 bbl. A sugar. 750 Ib^ 

at 6J^ ; 140 gal. golden syrup at 75#. He gave me check on TraderB' Slate 
Bank for 9100 ; balance on account Bank charged A% colIecUoo for cadi- 
ing check. 

8. Boagbt draft at Commercial National Bank for 9300, paying cash, bank's charge 

for exchange being \%, and remitted it to J. W. Harvey on account. 

9. Sold S. H. Crane 4 bbl. A sugar, 1000 lb., at 6^^ ; 260 gal. golden synip at 76^; 

ISO gsL maple ayrup at 86^ ; bbl. cranberries at 99.76. He gave me a check 
on Union National Bank for 9176, on which bank charged A% colleotloa for 
cashing ; balance on account. 
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AngiiBt, ISO-. 

9. Pkid (Kigbt bill in cash, «1T.26, 

10. Sold H. K.Adamsl8bbI.cruiberTieeat9e.TG; 60 gal. maple iyrap at 85^ ; 1801b. 

G. angar at 6^^ ; 125 lb. A sugar at 5^^. Received check on Wyandotte State 
Bank In payment, on wbicb bauk charged ^% collection for caahiiig. 

Exercise 2 

(10. Student opened set of booke with the following: — Asaets: mercbandiae, 9200; 
caah, *20T7.79 ; S. H. Crane's account, f623.75 ; W. C. Frazier's account, 
96T.3S. Liabilities : Bamsej & Day's account, f 70 ; J. W. Harvey's account, 
♦606.) 

11. S. H. Crane gave me a draft at 80 days from date for (420 on J. M. Hasted, which 

he paid, less discount, by check on Union National Bank. Bank charged for 
cashing check ,^% colleclion. 

13. J. W, Harve; drew a draft on me at 20 days' sight for $380, favor of himself. 

I paid it, less discount, by remitting a bank draft bought at Commercial 
National Bank for caah at j% exchauge. 

14. Bought of Ramsey t Day invoice of merchandise, $9&1. Gave them a draft pur- 

chased at Commercial Notional Bank for cash, ^75, at ]% exchange ; balance 



15. Sold W. C. Frazier on account, 18 yd. black crape at $4 ; 16 yd. black cloth at 

15.26 ; 7 table spreads at $2.26 ; 00 yd. cashmere at ^I. 

16. Paid advertising bill in cash, 914.50. 

17. W. C. Frailer gave me on account, check on Citizens' National Bank tor IS19.13, 

which I bad cashed at bank at ^% for collection. 
IT. Sold S. H. Crane on acconnt, 3 bbl. A sugar, 750 lb., at 6}^ ; 00 gal. golden aynip 
at75f; bbL cranberries at (6.76; 76 gal. maple syrup at 66/ ; 230 lb. G. sugar 

atej^ 

18. Paid freight and drayage in cash, (21.46. 

20. Sold J. C. Nevina for cash, 6 yd. brocade dUt at 11.16 ; 4 yd. black doth at (6 ; 
9 yd. blue cashmere at (1. 

Exercise 3 

(20. H. C. Kane began business with the following ; — Assets : merchandise, (760 ; 
cash, (2657.01 ; S. H. Crane's account, (407.33. Liabilities: Ramsey k Day's 
account, (669 ; J. W. Harvey's account, (216.) 

20. Sold G. M. Slater on his note at 10 days, with Interest, 80 yd. blue cashmere at 

(1; 06 yd. brocade silk at (1.15; 40 yd. black cloth at (4.76; 16 yd. black 
crape at (1.35. 

21. Drew a draft at 60 days from date on S. H. Crane for (280, favor of Ramsey ft 

Day, and remitted it to them on account, less discounL 

22. Bought at Commercial National Bank, draft for (200 cash, paying }% exchange, 

and remitted it to J. W. Harvey on account. 

23. Booght of Ramsey & Day on account, invoice of merchandise, (1070. 

S4. Sold E. T. Ingham SW lb. G. sugar at e{f ; bbl. A sugar, 2260 lb., at 5}/ ; 150 
gal. golden ayrup at 76^; 140 gal. maple syrup at 85/. Received check on 
Union National Bank for (125, on which collection was -fnX ; balance on 



26. Bought at Commercial National Bank, a draft for (500 at )% exchange, and 
remitted It to Ramsey ft Day on account 
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August, 190-. 

27. S. H. Cnne gave ms on aocoiml, a check on NkUonal Bank of Cominenw foi 

$S40, on which bank charged fy% collection. 

20. Paid freight charge* in cufa, f2S.90. 

SO. Beceived of J. M. Slater check on Union NatioiuU Bank for nota of 90U) inst. and 

Interest, hank's chaige tor collecting check being ^^ 

81. Faid rent in caab, 935. 

„ . . ,„ ExEBCies 4 

September, 100-. 

(1. Student and H. B. Camp commenced a partnenhip bosineae, proflts and losses 
to be ^ared eqnall; . Studeot invested raercbandiae, ^llfiO ; cash, tlD&-^ ; 
E. T. Ingham's account, fiUlS. H. B. Camp invested caafa, •2fiM.13, and 
owed on account, Ramsey & Da;, tB61.aO ; S. H. Ciane, f212.6T.) 

1. Bought of John WUson property in which buoinesa Is conducted for 92800. Paid 
cash, 91200, and gave note at 60 days, with interest, for balance. 

3. Beceived of E. T. Ingham draft at 20 days' sight for 9200 on C. H. Hoore, which 
be accepted. 

G. Accepted Bamsey.& Day's draft at 30 days' sight for 9390, favor of themselve*. 

5. Heceived of E. T. Ingham on account, check on Tiadeis' State Bank, 918G, c<^ 

lection being ^%. 

6. SoldS. H. Crane240Ib.G.BDg&ratai^; 1801b. maple sngar at 9^1 60 gsl maple 

syrup at Bbf ; 16 bbl. flour at 96. Bsceived check on Wyandotte Slate Bank 

for 9110, coJlection being ^% ; tialance on account. 
T. Parchased draft at Commercial National Bank for 9360 at }% exchange and 

remitted it to Kamsey & Day on aoconnt. 
8. Bouglit of J. W. Harvey on account, invoice of merchandise, 98^-40. 
11. C. H. Moots prepaid draft of 3d Inst., less discount, by check on Union National 

Bank, on which the collection was ■^%. 

11. Sold E, T. Ingham on account, 00 yd. black satin at 91.20 ; Sfi yd. bleached 

damask at 91 ; 75 yd. brocade velvet at 93. 

12. Faid freight in cash, SIS.TO. 

13. Drew sight draft on E. T. Ingham for 9126, fiivor myself (or onrselvea), and bad 

it cashed at bank, less collection at ]<q%. 

14. J. W. Harvey drew a draft on me (or us) at 15 days' sight for 9246, favor of 

Jones & Abbot, which was paid, less disoounl, by a draft purchased at the 
Commercial Kational Bank at )% exchange. 

14. Paid cash for stationery, etc., 9T.45. 

15. Sold S. H. Crane on account, 60 yd. black saUn at $1.10 ; 46 yd. bleached dam- 

ask at ft ; 27 yd. brocade velvet at $3. 

16. Faid interest due to date on note of 1st inst. in cash. 

Exercise 5 

(16. J. C. Nesbit and n. R. Camp began business, profits and losses to be shared 
equally. J, C. Nesbit invested real estate, 92800; cash, 9807.79, and owed on 
note ol the Ist, {IROO; on acceptance of the 5th, 9390. U. B. Camp Invested 
merchandise, 91226; cash, 95ii4.06; S. H. Crane's account, 930.63, and owed 
Bamsey & Day on account, 9101. BO.) 

IT. Prepaid acceptance of the 5th inst., less discount, by draft purchased at Commer- 
cial National Bank at ^% exchange. 

18. Gave Bamsey & Day a draft at 10 days from date on S. H. Crane for 9100. 
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September, 1W-. 

10. Sold S. H. Cmns on account, 90 yd. CMlmere at $1 ; 40 yd. biMched damask at 

I «1.10; 36 yd. brocade Telret at t3. 
20. Paid taxes in culi, $13.48. 

31. Bought of J. W. Harrey iuToice of merchandise, $T&6.2S. Gave him diaft for 
9360, pnichaaod at Commercial National Bank at }% exchange ; baUnce on 



IS. Sold W. C. Frazler IGO lb. O. sugar at 6}^ ; 25 gal. maple syrup at 80^ ; 2I> bbl. 
fiour at (Q ; 80 gal. golden symp at 76^. Heceived check on Merobanta* Bank 
for $100, on which collection was ^% ; balance on account. 

22. Paid freight bill in cash, 915.60. 

24. Bold J. 8. Dawson 60 yd. brown satin at 11.05 ; 8£ ;d. blue cashmere at $2.00 ; 
21 yd. brocade velvet at $8. Beceived in payment a draft at 30 days' sight 
ou J. H. Skinner, which he paid, less dlacoout, by check on Uercbants' Bank, 
on which collection was j^%. 

26, Paid cash for stamps and stationery, $8.50. 

26. Frep^ J. W. Harvey's draft at SO days' ri^t for #276, favor of U. A. Briebon, 
less dfsconnt, by draft purchased at Commercial National Bank at ^% exchange. 

26. Keceived of W. C. Fnzler on account, draft at 20 days' sight on B. R. Stone for 

$46.88, which be accepted. 

27. S. B. Crane paid balance of his account by check on Union National Bank, 

collocUon being ^%. 

28. Bought draft at Commercial National Bank for $120 at }% exchange and rs- 

milted it to J. W. Harvey on account 
28. Received of B. B. Stone for bis acceptance of 20tli Inst., lest discount, a check on 

Wyandotte State Bank, charge for collecting being 10^. 
20, P^d in cash interest on note of Ist tnst. accrued since 16tb. 
Inventoriee : real estate, 93800 ; merchandise, $1275. 
BolanoM : cash, $881.80 ; bills payable, $1600 ; Ramsey & Day, Or., 91.8a 
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SINGLE ESTRT 

In double entry, the ledger contuns &U the assets, liabilities, profits, 
and losses of the bosiness, except the inventories. In single entry, the 
ledger contains only that part of the assets and liabilities shown by the 
personal accounts. It contains none of the profits or the losses. 
Hence single entry is not so complete as double entry. Neither does 
it afford the checks against errors that double entry does. Those, 
however, who desire a comprehensive knowledge of bookkeeping should 
know Bomethiog of single entry. And some may wish to teach it, even 
in preference to doable entry. Hence the forms for it are given. 

THE DAY-BOOK 

In fdngle entry, the day-book, as a general rule, contains a record 
of only those transactions in which persons are debited or credited. 
The entries are not arranged the same way as in double entry, only one- 
half the usual journal entry being made. And to indicate whether the 
person is debited or credited the abbreviation Dr. or Or. is written at 
the right of the wide column on the same line with the name. By 
examining the form given on the opposite page, no special difficulty 
need be experienced in writing up this book. The transactions are 
the same as those recorded on pages 22 and 23 so for as they would be 
recorded in a single entry day-book, excepting that the one for Janu- 
ary 30 is omitted. 

The rule for debiting and crediting applies the same as in double 
entry ; and the posting is done in the same manner as in double entry. 

Note. If it is preferred, the same form of day-book may be used 
in single entry as in double entry, omitting the transactions which do 
not properly belong to single entry. [See page 22.] 

THE CASH-BOOK 
In the cash-book is kept a record of all cash received and paid out, 
but nsually no posting is done from it. On page 112 is given a form 
of single entry cash-book, using the cash items of the transactions 
recorded on pages 22 and 2S. 



Single Entry 



Janvary 1, 190- 







Student 


Or. 





— 


3250 


— 






For net inveetmerU as follows: 


— 














Cash esoo.oo 
















Mdae. 14SO.OO 


S950.00 














Oaed on notes outstanding 


700.00 
















S250.00 














-2- 
















J. M. Stede 


Ct. 














40 bM. Fhur 


3.60 






144 








S- 
















S. E. Avery 


Dr. 














10 bbl. Flour 


4.SO 


4S 












ISO bu. Wheat 


.90 


108 




150 








-^ 
















R. S. Broom. 


Or. 














60 bbl. FhuT 


S.50 


210 












£80 ba. Wheal 


.60 


168 












ISO " Oats 


.IS 


19 


60 


$97 


so 






-6- 
















J. M. Steele 


Dr. 






100 








Paid him cash on % 
















-*- 
















S. E. Avery 


Or. 






ISS 








Received ca^h on % 
















-lo- 
















ll. E. Henry 


Dr. 














gS bbl. Flour 


4.S0 


105 












80 bu. Wheat 


.90 


72 












IW " Oats 


.20 


24 




201 








-15- 
















J. M. Steele 


Cr. 














leOO bu. Co,-n 


20f 






240 








-Dr.- 
















Paid him cash on above 








200 








-18- 
















S. B. Avery 


Dr. 














60 bv. Wheat 


90i 


54 












40 " Oats 


20i 


8 












£00 " Com 


26i 


50 




112 








-&B- 
















R. S. Brown 


Dr. 






297 


so 






Paid cash on % 
















-26- 
















S. E. Avery 


Dr. 














M> bu. Wheal 


.90 


se 












WbbL Flour 


4.20 


84 


.:... 


;n 


J 
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Here are given the day-book entries for a more extended inVeatment. 
January 1, 190- 



Stttdent Or. 

For nef invettment aa foUouia : — 
C(uh S00O.0O 

Mdae. 1000.00 

J. M. Wal»h oieea on % 2^.00 
C. M. Colway " " " JQO.OO S9S0.00 
Owed on note* outstanding 400.00 
Ow€ct B. C. WUey on % 280.00 680.00 



2fet invettment 



J. M. Walsh 

Fbr amount he owes on ^ 



3B50.00 



C. M. Colvnay 

For amount he o 



B. a Wiley 

For amount due him on % 



S4000 

i 



(Z ^owfv of ^i/K^t^ €ntA/Jf ^9,h^Boo^ 

190- Received 



Jan. 


1 
6 
8 
9 

10 


Amount invetted 

Paid J. M. Steeie to apply on % 
Received of S. E. Avery on % 

Paid one-half month's rent 

Paid note due to-day 


S600 
1S5 




100 

40 
600 






10 


Paid tjitereat on above note 






S6 


40 




IS 


Paid for coal for use of Aore 






15 


SO 




IB 


Paid J. X. Steele in part for com bought 
to-day 






SOO 






SO 


Received for Mdse. sold S. K. JohnOon 


4S 


50 








SO 


Received ofB. C. Murdockfor his note due today, 
84-00; iiUerest on same, 4£^ 


.zff 


i2 








SS 


Paid R. S. Brown on % 




" 


S97 


50 




SO 


Paid R. S. Browfi balance due him 






100 






31 


Balaaet, Cath on hnnd^ 






1476 


f? 












tliS 










S7S5 


9e 


^66 


2£ 


Feb. 


T 


Baianee, Cash on hand 


1476 


8S 








> To be land ink. 








i\ 



Single Entey 



113 



Sometimes in the single entry caah-boob, the record of cash re* 
ceived is placed on the left-hand page; and the record of oash paid, 
od the right-band page. 

THE LEDGER 

The single entry ledger contains accounts with persons only, and 
as far as these go it is precisely the same as the ledger already given 
on pages 28-30. As there are no profit aud loss accounts in the single 
entry ledger, the profit or the loss must be determined from some 
other source. When this is determined, it ie entered directly in the 
proprietor's account. The proprietor's account would then appear as 
here shown. 
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There is given here a statement from the illnstrative set on p^es 
22-30 to determine the profit or the loss as it would be determined 
if that set had been written by single entry. 



^tat&vttmt, jaAuiiaAnf 3/, 1^0- 




Astet» 
From ledger accounta 
8. E. Avery 
H. E. Henry 
From ca»hrbook. Balance on hand 
Mdae. inventory 

Total aaaett 

Liabilities 
From ledger account 

J. M. Steele 
From bill-book. Notes outstanding 
Unpaid rent 

Total liabaUies 

Present worth 
Student's net invettment 
^er proJU ' 
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CHANGING FROH SINGLE TO DOUBLE ENTRT 

When it is decided to change a set of books from single entry to 
double entry, the assets and liabilities not shown by the ledger must 
be determined. Accounts are then opened in the ledger with these 
additional assets and liabilities, such as bills receivable, bills payable, 
cash, merchandise, etc. These items may be entered without first being 
recorded in some other book. As the ledger now shows aU the assets 
and the liabilities of the business, it will be in balance. Hence it may 
be well to take a trial balance to be sure that no omissions have been 
made. Of course, at the time this change ia made, the proprietor's 
account must be caused to show its present worth. 

If the record of the transactions on pages 22 and 23 had been 
written up by single entry, the personal accounts would appear as 
they are given in the ledger on pages 28-30, Then if on February 1 
the books had been changed to double entry, the accounts containing 
the additional assets and liabilities may be opened as shown here. 

7}\t\4Aa/yiciiA^ 
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SET X A. EXERCISES IN CHANGING FROM SINGLE TO 
DOUBLE ENTRY 

SroaESTioH. If the Htndent hu not already bad some experience with single entry, 
it may be well for him to do some work In that before proceeding with this seL Any of 
the precoding wla will afford material for such practice. 
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EXEBl':t8E 1 

Write by aingle entry. 
JaouMj, 19(K 

1. J. H. Broneon began business with cash, 91800 ; notes on hud, 9800 ; S. M. Bias 
owed blm on account, 9340. 

1. Bought invoice of merchandise for cash, 9830. 

2. Sold B. C. Payne biU of goods on B«counC, 964.26. 

5. Sold L. H. Hadden mercliandlse on account, 902.16. 

4. S. M. Blue paid cash on account, %n6. 

6. 5old T. N. Trout bUl of goods, 91M.30. Becelved cash, 990 ; baUnoe on acconnt. 
6. Received cash on a note, 9460. 

6. Sold L. H. Hadden on account, bill of merchandise, 968.41. 
9. Sold S. M. Blue merchandise on account, 9118.46. 

10. Beceived cash of B. C. Payua on account, 950. 

Exercise 2 

11. Changed books to double entry. AsBeta not shown by ledger: merchandise on 

hand, 9360 ; cash, 91786 ; notes on hand, 9360. 

12. Sold B. C. Payne bill of goods on account, 974.20. 

13. L. H. Hadden paid cash on account, 980. 
16. Paid cash for dnyage, 93.75. 

16. Sold S. M. Blue merchandise on account, 940.80. 

IT. Sold merchandise to K. A. Beaver, receiving note in pigment, 9120. 

18. Received cash of S. M. Blue In full of account. 

20. Sold T. N. Trout mercbaudlse on account, 928.06. 

Merchandise all sold. 

EXBHCISB 3 

Write by single entry. 
February, 100-. 

1. S. B. Wallace bc«an business investing metohandise, 9600 ; oaab, 91200 ; L. A. 
Bradley's account, 9360, and owed J. A. King on account, 9276. 

5. Sold meichandise to J. C. Leroy oa account, 980.70. 

8. Sold B. F. Ardrey merchandise, 904.20. Received cash, 940; balance on account. 
4. Paid cash tor stationery and sundry expenses, 917.06. 

6. Sold T. M. Stafford merchandise on ncconnt, 942.30. 
e. Paid J. A. King cash on account, 9100. 

B. Sold B. P. Ardrej merchandise on account, 929.80. 

9. J. C. Leroy paid cash in full of account. 

16. Sold T. H. Stafford bill of goods on account, 938.00. 

EXEKCISE 4 

16. Changed books to doable entry. Assets not shown by ledger of Gxerciae 8: 

merchandise, 9226; cash, 91122.66. 

IT. Sold merchandise to B. P. Ardrey on account, 948.90. 

18. Bought merchandise of J. A. King on account, 9460. 

20. Received cash of B. P. Ardrey on account, 986. 

23. Sold merchandise to J. C. Leroy on account, 972.80. 

24. Paid freight bill in cash, 99.80. 

26. Sold merchandise to B. P. Ardrey on account, 960.26. 

26. Paid J. A. King cash in fnll of account 

27. Paid rent in cash, 920. 
Merohaodise inventory, 9660. 
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EXKBCISE 6 

WriM b7 elDgle entry. 
Hatcb, 1M-. 

1. L. C. Todd beg&n bnsineH with eub, $1600; merchaDdlae, $1400; actManl 

againat D. L. Wooley, $420, aud owed on note, $600. 

2. Bought invoice of merchandise of I» I~ Spencer on accoont, $24fiL 
S. Sold D. L. Wooley merchandise on account, $54.36. 

4. Sold B. C. Hastings merchandise for cash, $106.40. 

IS. Bought store and iot tor $900, and gave note in payment. 

0. Paid ftei^t and dmyage In cash, $18.60. 

9. Sold J. K. Jonee merchandise, $136.00. Received caah, $60 ; balance on acoonnt. 

10. Soid D. L, Wooley merciiandise on aeconnt, $201.70, 

IS. Paid L. I^ Spencer cash on account, $160. 

15. Sold B. C. HaatingB merchandise on account, $48M. 

16. D. L. Wooley paid cash on aecoont, $145. 

Exercise 6 

IS. Books to be clianged to double entry. Asnta and liabilitiea not diown by ledger 
se followBi — AsBeta: real estate, $000; merchandise, $S26; CMb, $l70ej<0. 
LiabtliUes : notes, $1600. 

17. Sold B. C. Hasting on account, merohandiM, $8e.4a 

18. Paid snndiy expenses in cash, $21.80. 

!0. Sold J. K. Jones merchandise on account, $64.40. 

28. Paid cash on note, $600. 

S4. Sold merchandise to D. L, Wooley, $260. Received cash for $100; tiaUDce on 

account, 
26. B. C. Hastings p^d cash on account, $150. 
96. Paid csah for labor about store, $0.30. 
S7. Sold merchandise to D. L. Wooley on aecoont, $70;Qai 

29. Paid L. L. Spencer iMtlance due on account. 
80. Paid water rent tor month in cash, $5. 
Merchandise InTenlory, $200, Beal estate valued at $95a 



SET X B. EXERCISES IN CHANGING FROM SINGLE TO 
DOUBLE ENTRY 

Bnylnf Price LiaL— Flour, $6per bbL; ivbeat, 60^perbiu; com, ITf perbo.; oale, 

18f per bn. 
Selling Price List— Floor, $6perbbl.; wheat, dOf per bo.; com, 22^per bn.; oats, 

22^ per bo. 

EXEBCISB 1 

jannaiy, 190-^ 

1. Began baslness with cash, $3000; account agtdnst H. A. Thomas, $S80; note 

given by W. C. Huston, dated July 8 at S monthe, $400 ; note given by A. R. 

Camp, dated September 16 at 4 months, $600 ; note given by A. B. Wylie, 

dated November 21 at 60 days. $300. 
1. Bought of I«ndon A Co. on account, 260 bbl. flour ; 600 bu. wheat. 

5, Sold J, C. Baxter on account, 80 bu. wheat; 00 bbl. flour. 

6. Bought of J. L. Biayton 1600 bo. com. Paid cash, $50 ; balance on acoonnt 
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CHANQma FBOH SINGLE TO DOUBLE EmTBT 
jBDnary, IM-. 

6. Sold H. A. TboniBB on account, 40 bbL flour ; 400 bo. corn ; 120 bo. wheat 

8. Received cast) for note due to-day, «100. 
& Sold for ciub 21) bbl. Bour ; 160 bu. corn. 

e. Received cash of H. A. Thomas on account, 9176, 

9. Sold J. C. Bailor on account, 400 bu. wheat. 
10. Paid Landon & Co. cash to balance ai 



ExEBCiaE 2 
(11. Changed books to double enti7, having toltowing not shown on ledger i csah, 
$2128 1 notes dated September 10 and November 21, f900 [see January 1] ; 
100 bbl. flour ; 050 bu. com. 
Or began busineea with the preceding and the fallowing: H. A, Thomas owed 
$606 on account and J. C. Baiter owed $628. There was doe J. L. Brayton on 
account, $-^06.) 

12. Sold A. B. Campbell on account, 75 bbl, flour; 400 bu. corn. 

13, H, A. Thomas paid cash on account, $200. 

13. Bought of R. A. Boring on account, 800 bu. oats ; 800 bu. com. 

16. Sold J. C. Baxter 16 bbl. flour; 300 bo. oats. ReoeiTad of him cash to fflg on 

account, $500. 
10. Received cash lor note due to-day, $000. 
18. Paid J. L. Brajton cash for all due him. 
16. Paid freight bills in caab, $58.80. 

IS. Sold U. A. Tiiomas on account, 10 bbl. floor; 600 bu. oats. 
20. Fald sundry ezpenseB in cash, $86.90. 

EXKRCISK 3 
(20, Changed books to double entry, havii^ the foUowlug not shown on ledger : cash, 
$3078.61) ; note dated November 21, $-W0 [see January 1] ; 860 bu. com. 
Or began busineM with the preceding together with the following : H. A. Thomas 
owed on account, $676 ; J. C. Baxter, $484 ; A. B. Campbell, $638. There 
was due R. A. Boring on account, $1S6,) 
SO. Received cash for note due to-day, $300. 

22. Gave R. A. Boring on account, note at 30 days, with Interest, $160. 
22. Bought of M. A. Ralston for cash, 200 bbl. flour. 
24. Sold D. A. Kirk on account, 126 bbl. flour j 400 bu. oom. 
26. Paid cash for freight and drayage, $60. 

26. Sold A. B, Campbell on account, 250 bu. com. 

27. Paid sundry expenses In cash, $04.20. 

29. Received of D. A. Kirk cash for sale of the 24tb. 

30. Received cash of A. B. Campbell to balance account. 
81. Paid electric light bUI hi cash, $17. 

Exercise i 
Pebruary, 190-. 

(1. Changed books to double entry, having following not shown on ledger : OMh, 
$1638.30 ; 75 bbl. flour ; 800 bu. com ; note of January 22 ; accmed interest 

Or began buHinen with the preceding and the following; — There was owed on 
account by U. A. Thomas, $575 ; by J. C. Baxter, $481. There waa due B. A. 
Boring on account, $45.J 
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Februry, 19IK 

1. Boughtol A. E. Hanningon DDteateOdAya, lOOOIm. wheat; TGObD. (wta. 

2. 8oM A. B. Cuupbell oa account, 25 bbL Bovx ; 200 bo. corn ; 300 bo. oata. 
a K. A. Tliomas paid cash on accoanl, fSBS. 

3. Faid freight and dnyoge in CMb, 948.»0. 

6. Sold D. A. Kirk 50 bbl. flour ; 400 bo. trheat ; 300 bo. oata. Baoaired CMh, 

9200 ; balance on account, 
e. Received cast of J. C. Baxter on account, 9290. 

8. P^d caali tor coal for ofBce, 925.40. 

9. Sold A. B. Campbell on aooouut, 200 bu. wheat ; 125 bn. oata. 
10. Received of H. A. Tbomaa cash to balance account. 

12. Sold A. W. Armstrong for cash, 40 bu. wheat ; 26 bu. oats. 

18. Bought o( R. A. Boring on account, 400 bn. corn. 

18. Sold A. B. Campbell on account, 300 bo. wheat ; 200 bn. com. 

14. J. C. Baxter ptdd cash on account, 9S0. 

14. Sold R. H. Stevenson for cash, 60 bn. wheat ; 200 bu. com ; 100 bn. oUa. 

16. Received cash ot D. A. Kirk for balance due on account 

Exercise 5 

(16. Changed books to donble entry, having following not shown on ledger ; cash, 
$5216.60 ; notes of January 22 and February 1 and arccmed interast on note 
of Jannary 22. 
Or began business with the preceding and the following : J. C. Baxter owed on 
acconnt, 1144 ; A. B. Campbell, 9BD9.60. There was doe R. A. Boring on 
account, 9113.) 

17. Bought of R. A. Boring 1600 bu. oats ; 760 bu. com. Paid cash, $126 ; balanoe 

on account 
IT. Sold H. S. Colvin on note at 30 days, 300 bn. com ; 000 bn. oats. 

20. Sold J. C. Baxter on account, 226 bu. com ; 450 bu. oats. 

21. Paid In cash note and interest due to-day [aee Janoary 22]. 

21. Prepaid note of Febniaiy 1 In cash, leas disoonut to maturi^, 

22. Paid freight and drayage In cash, 918.90. 

28. Sold D. A. Eirk on account, 160 bu. com ; 200 bn. oats. 

23. Paid R. A. Boring balance dne him in cosh. 

24. Received cash of J. C. Baxter on account, 9BS. 

24. Bought of M. S. Crawford tor cash, 240 bu. wheat. 

24. Sold J. G. Carlisle on account, 180 bn. wheat ; 126 bu. com ; 80 bo. oata. 

26. Bought of R. A. Boring on acconnt, 1000 bn. com. 

26. Paid gundrj' expenses in cash, 946.20. 

26. Sold (or cash 60 bu. wheat. 

27. Received cash of J. O. Carlisle tor sale of the 24tJi. 
88. Paid R. A. Boring cash for purchase of the 26th. 

28. Faid clerk hire In cash, $46. 
Inventory : 1050 bu. com ; 170 bn. oats. 

Balances : cash, 93784.48 ; bills receivable, 9170 ; J. C. Baxter, Br., $197.60. 

SnaoESTioH, If further practice Is desired In changing from single to double entry, 
use any of the preceding sets. Write one or mora exerdses ot the set by ungle enliy. 
Ilien change the ledger to doable entry by obtaining from the opening entry of the next 
eiBTolsa of the set the assets and liabilities not shown by the ledger. 



PRACTICAL EXERCISES 

It is probable that comparatively few of those who study book- 
keeping in the schools will have occasion to use the knowledge gained 
in keeping a complete set of books either for themselves or for others, 
but practically every one will have occasion to keep at least a tempo- 
rary account with a single item. A convenient plan for doing this is 
to use a book with the ordinary journal ruling, placing the debit 
amounts in the left-hand money column and the credit amounts in the 
right-hand money column. (Indeed this plan can be used for keeping 
accounts by complete double entry by setting aside a page for each 
item, and making the original entries directly in the accounts to which 
they belong.) This plan may be useful especially to such as the 
farmer, the mechanic, and the small tradesman who do not care for a 
complete set of accounts, but who wish a simple method of keeping 
accounts with special items. 

It is recommended particularly that those in the rural schools, and 
in the grammar schools of cities, write up, on this plan, a number of 
exercises involving transactions with a single item. 

In writing up accounts in this manner, there are two ideas in regard 
to the explanations : one is to make them as brief as possible and to 
depend upon the column in which each amount is placed to tell whether 
it is a debit or a credit. The other plan, and the safer one for those 
without much experience, is to make the explanations fuller so that the 
nature of each transaction may be known without reference to the col* 
umn in which its amount is placed. The first plan is illustrated on the 
next ps^ in the account with E. S. Hibbard, and the second plan in 
the account with cash. 

The two accounts on the next page are made up from material of this 
book, and the one on page 121 is from other material. Following these 
illustrations are a few exercises which the student may write up in this 
manner. For additional practice, material may be had by using some 
of the preceding exercises in this text-book, selecting the transactions 
that involve particular items ; or the student may make up original 
matter. In doing the latter, the student should select a branch of 
business with which he is somewhat familiar. , ^ ■ 
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(Tftken from Introdnctory Set B, ExerciseB 1-3, page 10) 
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(Tmken from Set X B, Exercises 8 aod 4, page 117) 
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EXERCISB 1 

(Account with Cbules Baldwin) 
October, 1Q0-. 

1. Sold him 101b. maple sugar ftt 80^. 

8. BoQght of hini 3 bn. wheat at 00^. 

Ii. Worked for him 8 days at 92. 

8. Sold faim 4 bo. apples at 50^. 
10. Bought of hliii I cow, «35. 
13. Sold hlDi 8 chickens at SO^ ; 2 calves at 96. 
14. ' Bought 3 gal. syrup at ibf. 
SO. Sold bim 2 bu. com at ibf. 
26. Bought IB gal. molasaes at 26^. 

50. Sold him team of bones, 9100. 
29. Receired cash tor balance due. 

DXEBCISE 2 

Jul 190- (Account with J. H. Stewart) 

1. Sold htm 10 bu. apples at 26^. 

2. Bought of him 201b. sugar at 6^ j G cans tomatoes at 10^. . 

5. Sold him 6 doz. eggs at 15^. 

6. Sold him 3 crates blackberries at 00^. 

16. Bought sundry Items of merchandise per bill, 910. 
10. Paid cash on account, 98.10. ' 
20. Sold him 2 doz. chickens at TXif each. 
Bought 80 lb. sugar at bf. 

51. Bought 3 Ih. tea at l&f ; 5 lb. cofTee at 2bf. 

23. Sold him 6 bu. apples at 20f ; 10 bu. potatoes at 60^. 
S8. Bought sundry items of merchandise, 93.00. 
Received of him cash, 91.35. 
Determine balance due. Which one owes the balance f What is J. H. SUWBit't 
occupation as Indicated by this accouDtf What is the ocoupatlon of the person who Is 
keeping the account f 
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ExsxciSE 3 
(An Recount with n Flock of Cblckeiw) 
Huch, 190-. 

1. Bought incubator and aapplles, 911^ 

3. Bought 9 doi. eggs at 15^. 

4. Pnt eggs in Incubator. 
ST. SO chickens haUbed. 

BoD^t m«al lor chickens, 60^. 
April, 100-. 

2. Bongbl coops for chickens, |S. 
10. Bought meal for chickens, (1.90. 
21. 12 chickens died. 

Hay, 100-. 

10. Sold 10 chickens M 30f each. 
16. Bought corn, «1. 

29. Sold 12 chickens at 30/. 
June, 100-. 

8. Sold S doz. chickens to grocer at 26f. 
6. Sold 12 chickeuB at 2&/. 

Bought COT71, 50/. 

10. Sold 8 chickens at 30/. 
Det«Tmine the profit, valuing the incubator and coops <»i hand at 9& 

Exercise 4 
(Acoonnt with an Orchard for Season ot 100-) 
Harcb, 1«K 

1. Pruning old orchard, 10 days at f 1 per day. 
i. Bought £0 peach trees at 60/. 
20. Bought 100 apple trees at 25/. 

50. 10 days' labor at 75/. 
April, 1B0-. 

6. Bought 80 pinm trees at 20/. 

2 days' labor at 81. 
8. Bought spraying ingredients, 98. 
12. Labor, H. 

26. Pnming f onng trees, 912.60. 
May, IflO-. 

■SO. Sold cutUnp for grafts, 90/. 
June, 190-. 

6. Sold 6 bu. apples at $1. 
20. Sold 20 bu. ^ples at 76/. 
July, 100-. 

20. Sold 7 bu. plums at 80/. 

51. Sold 10 bu. atiples at 80/. 
24. Sold 10 bu. ^ums at TO/. 

August, I90-. 

20. Paid for hauling. 87. 

30. Sold 60 baakeis of peaches at 26/. 

DyitizecbyGoOglC 
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September, 190-. 

1. Sold 6 bn. peacbM M 80/. 
8. Sold 12 bu. peadtes at Wf. 
October, 190-. 

le. Sold SO bn. apples at 7&/. 
SO. Sold 60 bu. applee at 90f. 
Paid for banling, 93. 
Determine tbe net return*. If the proprietor *pent tea daya of bia own time on tbe 
orcbaid during tbe seaeon, how much did he receive per day for his Utior aboTe Uie total 
outlay ? Wbat would be his wages per day, if tbe coat of the new ueea (iDclodiug $8 of 
the ondesiguated labor) is deducted from the expense f 

Exercise 5 
(Account with an Ice Cream Stand) 
June, 190-. 

1. Cost of erecting stand, ffit. Cost of license, 91.60. 

2. Bought dishes and spoona, 95. 

8. Bougbt covering for counter, $1. 
4. Bought chain, 94 ; glaasea, 91.20. 

8. Bought 10 gal. ice cream at 00/ ; 1 doc lemons, 30/ ; 10 lb. sugar 

at 6/ ; straws, 60/ ; lemon shaker and squeezer, 91- 

9. Receired for one day's sales, 96. 

10. Received for day's sales, 9i.60. 

11. Bou^t 6 gal. Ice cream at GO/. 

12. Received for day's sales, $T. 

13. Beceived tor day's sales, 96. 

16. Paid for ice for two weeks, 91.60. 

18. Bought 10 gal. ice cream at 00/. 

18. Received for day's sales, 910. 

20. Sold stand and supplies for 906. 

81. Detexmlae the profit or the loss. 

Exercise 6 
(Account with a Bird Home) 
Harob, 190-. 

1. Purchased 60 birds, 930 ; 3 saclts seed at 93. 

3. Paid rent for March, 910. Bought cages, 926. 

8. Sold one canary, singer, $1.26 ; S pMTOta at 96 ; 2 redblrds at #4. 

IS. Bought 3 lb. Bulpbnr at 10/. 

18. BoQght 20 pigeons at 60/. 

20. Paid wat«r bill to date, #3. 
29. Paid for coal, 94. 

April, 190-, 

1. Paid rent for month, 910. 

2. Sold 16 quail at 06/, 

3. Bought sack seed, 9.'i. 

6. Sold 2 canaries at 91.26; 4 blackbirds at 91 ; B mocking birds M 

96 ; 8 parrots at 910. 
10. Bought 12 assorted birds, nestUn^ at 6/. 

21. Sold 14 pigeons at 91.60. 
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HiLj, lOC^ 

1. Paid rent tor Hay, tie. 

«. Boo^t seed, $1M. 

8. Bon^t anlpbar, 20^. 

16. P^d tor CMl, 93. 

34. Sold 6 pigeons at W. 

81. Determine the profit, v&lulng b!id« <tiid mppUoi remmfnlng at 92& 

EZEBCISE 7 

(Account with Opening RiTerriew Addltkn) 
April, 190^ 

1. Paid ofBce rent one month, (10. Paid for sign boaidt, 97. 

8. Paid for circnlara, f2. F&ld tor dialribntlng drcaUn, 93, 

4. Paid toradTertieementB, 910. 

fi. Bought hone and boggy, 9100. 

6, Bought 2 bn. corn at 60*. 

8. ReceiTed for comininions on lota sold, 9100. 

0. Paid tor rent of stable for 2 weeks at Kf. 
10. Paid for telephone, «S. 

12. Received for coinmisBlon, 976. 

13. Paid for adTenisementB, 98. ReceiTed for commission, 9S0. 
IS. Bought 8 balea of hay at 30/. 

20. Received for oommiseion on eight lots sold, 9200. 
80. Bought 2 bo. oats at OOf. 
Hay, 190-. 

1. Pt^d office rent till Hay 81, 910. 

2. Paid for telephone, 92. Received for commission on two cash 

sales, 960. 
&. P^d for advertisenients, 9S6. 
6. Received for comtnlBsions, 980. 
10. Received for oommlssiona on balance of lots sold, 91fi0. Sold 

horse and bn^y for 9100. 
DelArmine the gain. 

EXEBCISE 8 

The memoranda In this exercise have been taken, with a few changes, from the July, 
1001, number of Edueatfon ta Bjaineea, published at Peoria, IIL They represent tbe 
cash accounts tor one mooth of each member of a family of tour, of which Theobald 
Woodlmry is Uie head, and when written up aa above described, they are in a form to 
SDhmit to the family council at tbe end of tbe month for consideration and for aaggestioni 
foi the following month. 

Write np and balance each account. 

(Theobald Woodbary'a Cash Account) 
June, 190-. 

1. Received my salary, 980. Paid to Mother for expenses, 9S6, 

Paid Helen her allovrance, 96. 
i. Paid rent of boose, 915. 
8. Received of John Wilson for six months' Interest due on notc^ 

97.40. , - I 

.-.-oogl^ 
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Jane, 190-. 

13. Paid qaarterl; mibMilptloQ to ohnnh, |16. 

18. Paid for ti&t,«2.60. 

SO. Paid for rake, 76?. 

SO. Pftld ioe bill, $I.S6. DepintWd in SavIngB Bank, «10. 

((Un.) Maiy WocMitrary's Caili Aocoont) 
June, 190-. 

1. Received from Father, 9S6. 
4. Paid for cook book, QO?. 

7. Paid for dress, $10. 
15. (aid for glorsB, «1.60. 

SO. Paid subscription to magazine, fS. 
80. Paid grocery bill for month, $20.88. 

(Helen Woodbury's Cash Aocoont) 
Jons, 1«K 

1. Received from Father, $6. 

2. Paid for car fare, lOf . 
4. Pidd for car fare, IQf. 

6. Paid for Sabbath school, 26f. 

10. Paid for car fare, lOf . Paid for shoes, $S.60. 

15. Paid for Sabbath school, 16?. 

16, Paid for car tare, 16?. Paid for ribbon, 60?. 
IS. Paid tor Sabbath school, 20?. 

85. Paid tor oar fara, 10?. 

SO. Paid for writing paper, SG?. 

(Frank Woodbury's Cash Aoconnt) 
(n*nk, not being needed about tlie borne all the time and being an indnstrloua bof 
gfen to earn bts own money ; hence he reoelves no allowance from Ills tatber.) 
Jane, 100-. 

1. ReceiTed for palling weeds for Mr. Jones, 36?. 

8. Received for sprinkling Miss Jackson's lawn, S6?. 
4. Received for oarryliig papera, $G. 

6. Paid (or Sabbath school, 10?. 

T. Paid tot inspenders, 40?. 

IS. Paid for Sabbath school, 26?. 

10. Received for painting Hn. Bronson'a screens, 76?. 

18. Paid tor tronwTB, $3,50. 

19. Paid tor Sabbath school, 16?. 

55. Received from Hr. Harper for helping tn store, $1.16. 

56. P^d for Sabbath school, 36?. 

27. Received for splitting kindling for Uncle Qeoige, 36?. 
80. Deposited in Savings Bank, $8. 
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BDSniESS FORKS 



BILL OR INVOICE 



Hb. Jambs L. Scott, 

Boeedale, Kansas. 



KA^sAa City, Uo., Aug. 25, 19(K 



Bought of W. C. Botd & Co. 



SO lb. A. C. Sugar 
8 " Java Coffee 
S « r. H. Tea 
SgaLS. H. Syntp 
6bu. Potatoes 



14 daz. Egga 



4S^ 



3S0 
lU 
S50 
S40 
164 
£■24 



paymeni. 
W. C. Botd & Co. 

By H. E. 8. 

PROMISSORY NOTES 
IflUlVWQAL HOTB 



$800.00 -Vo. 

Lima Bock. Ark., fuCif !C, 190... 

Due CZu^utt f, 190.. 



J promise to pay 



after date, fm value received, 

„&-»«* ^, <?»TO«., or order, 



with interest fram.,.,.£C<iU' at the rate c 

per annuTn. 



~™— , Dollars, 

\....ALx>.,..jper ceni 



BnSIMBSS FOBlfS 



PAfilHSKSHIP HOTS 



9^gS.S0 JVo... 

Topeka, Kcmaas, duf. ^, 190.-- 



r date, far value received, 

wA promise to pe^™„.,„^^_~„.„/. C ^m>Cl&^, or order, 

at TTIeAeAantt-' Bam^,-^ 



^'S'avA. ivwyidAAd Cu^e'nty-fiA^a a/neC j 



with interest from...-»taCtMXt^...at the rate of...eZfAt—-per cent 
per annum. 



$ l9-6.gS A*o..„ 

PiMsbarg, Kansas, ^e^. I, 190... 

Due.. 



^SkiAiAf daya. after date, far value received, 

■uie, pramiee to pay ^cmha*^ ft^ne^, ot- order, 

n£ „„,^ ^^^„.,„,.,^,„„„„,- ^-„f?i'^j/. o&atoynat Ba/nk;~ 

■,.~.-— .■■~ww-s^<?*tg fuu/ticOie^i fo^Zy-M^K- o/Kcl ^~> 

laith interest fram,-.„.jiate- at Hie rate of...M/x-...per cent 

per annuTn. 

B. fC. thuMk. 



COBIFGEIHBNSIVB BOOKEBKPINa 



JDIHT AlfD SEVERAL HOTB 



$100.75 •Vo. 

Cleveland. Ohio, -^e^. gO, 190.^, 

Due 

^ . .■..r ^^,..r..r„..-.r.rCrf'^- ^MA, ttftcT dotfi, f<^ volue rccgived, 

w^, tyt, ctUieA, ot It*., promise to pay. f?, c/. jSuyn^tt^ ^ &>., 

or a-der, a<_— .>™-™™™.'S4«»«<^ c^atConaC So/n^, 

^*tw Awneii^ a/Kd, ^ DoUars, 

with interest from,....Aate....ai the rate o/!..-*ei*a»..— ^)er ceni 

per <m.num,. 



DUUHD HOTB 



$1X6.36 


Zfl ^. fi^iZ-tt'-^, 


Jfo. 
Dm 


t. 

.promise 
or order. 


to pay ,^^ 








^Cka A.u/ncCied- fw*niy-ft(^ a/nd ^ Dollars, 

•est from date at the rate of Uoc per cent per annum. 


with inte 
payable m 
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BiTsiNEBS Forks 



RECEIPTS 
TO APPLY OH ACCOXTHT 



$'^^.00 Buffalo, J<r.Y., fa/K.. /, 190.^ 

Seeevued of foAm, /i. Coaa^o^, 

tAimXAf-^awu a/>ul - 

to apply an accoiait. 



f. ^. ^i^ y &>. 



IN FULL OF ACCOUNT 




., JV.r., fcun. /, 190... 

i^tAX/K. AA4/ndA^ Vu/f/ntif-»A/x, cuncC ^ DoUarg, 

in fuU of a/scotmt to date. 



PATHXNT ON NOTE 

$li0.00 Buffalo, Jf.Y., ^At^. fO, 190.. 



^Cna hu/yiidAtci tw^/nt^ a/tui ^ 



^.^.^.rrJgle 



COIIPEBHBNSIVE BoOKKBBPINa 



DUE BILLS 
PATABU nr KOHXr 



$5^.9S Topeka, Kansaa. CmI. /, 190... 



PATABIX IH QOOM 



$il.¥'0 Topeka, Kansas. Oj^mI fg, 190.. 



in goods from, our store. 



ORDERS 
ORDER PATABUB Df HOITBT 



$S0.00 




Topeka. Kansas, O^vU 9, 190... 


....fa,^ 


jayw, 


8^6 /CtMuui*, (Zve,.,. 


.will please pay the 


bearer twenty 


dt^Ua^, 










j. C SCcJiUima^. 



.Google 



OSDBB PATABLE m GOODS 



$ft.00 Pittsburg, Kanaas. ftt^it, S, 190... 

—€. ff. (Ztud/n/w^, Sif Bu>tLd/M^,...w\M pLeaae driver to 
...^attt/u&l WHm^^,. goods to the amount of..J/w-etv^ doUanA,,.— 
oTid charge the same to my account. 



Jfo. 68 
Kansas CUy, Kansas, fulif 10, 190.,. 

Clje Comrnercial Kational Bantt 

So W-. ^. talhavm,, or order, $ /86.50 

—Cm, ktMiLclAjbcL eiiafiX'u-t'liX <Mui, j^ Dollars. 



DBAFT8 
SIGHT DRAFT 



Om^iha, Jfeb., c^w. /, 


J^o... 

190... 

Due 


CUUffitpaytotheorda-of. f. ff. ffoAMjlto^,-, 


$5^0.00 


value received, and charge to the account of 






To ^oahacU £. ZoA/ned, 


f^^e^^. 


/foMn,. 


/Ca/n^<x^ &iX/if, "Mo. 







.Google 



i 



COHFBBHENBIVB BoOKKEBPISa 
THX DRAFT, AFTSB SIGHT 

Ban£or, Me., ^«A. fg, 190.. 

^cA«. 7n. ^tane., arorder, $tV-3.7a 

5v^ AM*vd\&d ^tHiy-CAi«e a/mi j^ Dollars, 

value Tteeivtd, and charge to the aeeoujit of 
To ftfftU*. y &>., ^>Ma«4<m- ^ €a^. 



XnCB DBAFT, ATTBR DATE 




Ifefowi, Mich., Tnay IS, 190. . 



JVo.... 
Due., 



S'&ft dtMft- a^ttA, tiat& pa/y to the 

order of ^. fC. ^o/kUU , ^f68.^S 

€ne i^ii/^uiA^ed, tA/3cty-ei^t a/KfC ^ DoUars, 

value received, and eharie to the account of 
To R. ^. Bow^^. a. B. e^tUii^elt. 



DRAFT, TWO PARTOS 



WaaUn^bon,, D.C., tUt. 


If. 


Ho..... 

190... 

Bux. 








™,^^//, 




fo/tnn 








valua received, and charge to the aceoujU 


of 




To i/. S. Bali V &>., 




10^. m. HKtey. 


SaOim^^, md. 







AjOOi^C 



BUSU^BSS FOBHS 



A FORM or BAITK DRAFT 



JVo. 879S 

El)e Commercial Kational Banit 

KoiR^as Ciiy, Kansax, ^e^. l6, 190 

Pay to the order of ^. C. Z(:tL6uwt,__„„„„^?#./.5" 

To Ske> 2iOt«ttAj}t- cAatlonaZ Sa/n/if €■. £.. Bu^ka-w-, 

^t'w- 7^, c4.y. taJtUA,. 



A FOSU OP DEPOSIT TICKET 
DBPOSITED WITH 

THE HOME STATE BANK 

BOSTON, MASS. 

By- - 

,190... 

PLEASE LIST EACH CHECK SEPARATELY 

Currency 

Silver 

Gold 

CHECKS AS FOIXOWS: 



(Nun 



SEE THAT ALL CHECKa ANI> DHAFTS ARE INDORSED 



.., Google 



LEDGER SPACE 



The following table gives the ledger space that is required for tiie 
exercises of the text-book. The number of lines given for each exer- 
cise includes space for balancing the accounts. Two or three lines 
should be added to allow for space between accounts, when each exer- 
cise is written as an independent set. When two or more exercises are 
grouped, the sum of the lines for the exercises included in the group 
should be taken before adding the two or three lines for space between 
the accounts. If accounts are not to be balanced at the close of cer- 
tain exercises, one or two lines may be deducted from the sum for each 
exercise in which it is not intended to balance the accounts. 

The number of lines given for each account is the number that will 
be required when the sets are written up in the journal. When the 
cash-book is used, if a cash account is kept in the ledger, the number 
of lines for it can be determined by the student, and of course will be 
different from that given in the table. Also when special columns 
are provided for any items, the amoiint of space required for them will 
not be that given in the table, but can be determined by the student. 

In the accounts with such items as interest and discount, the space 
is given for them separately. It is also given for them combined, 
when this differs from the sum of the lines for the items taken 
separately. This will give a choice between keeping accounts with 
these items separately and combined. 

For the proprietor's (or partners') account three lines should be 
allowed for each time it is intended to balance it in a set ; then two or 
three lines should be added for space between it and the next account. 

Intboductort Sin's 



EnBcis. 


1 


s 


3 


i 


s 


e 


S«t A 












Mdse. 


9 


6 


s 


8 


7 


7 


CaBh 


5 


6 


7 


5 


6 


6 


Adams 


S 


S 


4 


4 


S 





Cook & Co. 


S 


s 


3 


3 


4 


9 


Baxter 


2 


s 


S 


3 


3 


4 


WaUace 


S 


4 


3 


4 


3 





Houtton 

















4 



En^n. 


1 


' 


s 


4 


i 


S«t B 












CoMh 


4 


6 


5 


9 


9 


MdMi. 


7 


7 


7 


10 


11 


Smith 


3 


4 


3 


4 


4 


aaTk 


S 


3 





S 


3 


Eibbard 


S 


4 


4 


S 


3 


WUaon&Co. 


3 





3 


3 


« 


Bucftanon 





g 


3 


S 


S 
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COMPLBTB Sets 



EXUCISK 


1 




s 


-i- 


e 


S«t I A 














Oath 


6 




7 


6 


6 


7 


Mdte. 


7 




9 


e 


7 


6 


Expenae 


S 




6 


4 


4 


4 


Lewis 


S 




3 


3 


s 





DiUz 


s 




3 


4 


s 


8 


White 







3 


3 


4 


3 


CatdweU 
















3 


ProJtt&LoK 


3 




3 


3 


s 


3 


Set I B 














Caeh 


6 




6 


e 


7 




Mdse. 


5 




S 


10 


8 




fiaspenw 


S 




S 


3 


4 




Gore 


8 







3 







CarroU 


S 




3 





4 




Speer 


s 




4 










Speck 


£ 




S 


s 


4 




Wilson 











3 


4 




Profit & Loss 


s 


s 


3 


3 


3 




s«t n A 














Ca^h 


6 


6 


e 


6 


6 


e 


Mdse. 


B 


5 


4 


4 


6 


4 


Bills Pat/able 


3 


3 


4 


4 


3 


3 




3 


S 


3 


3 


3 


S 


Ball 


3 


S 


3 





3 





(MiTis 


« 


3 


3 


4 


3 


s 


Bowser 











3 





s 


Interest 


3 


3 


3 


4 


3 


4 


EajwtBc 





S 


n 


8 


2 


£ 


Profit & Loss 


S 


S 


3 


4 


3 


s 


Set n B 1 














iCfuA 


6 


4 


6 


6 


7 




Mdse. 


5 


7 


4 


7 


6 




Ej^tense 


£ 


3 





3 


3 




Interest 


S 


e 


3 


2 


3 




Bills Receivable 


S 


4 


4 


3 


S 




Bills Payable 


e 





S 


4 


4 




Oraig 


2 





4 


4 


4 




McMvlUn 





3 





4 


3 




Murchifi 








3 


3 







Profit A Lo»9 


■i 


S 


S 


4 


3 





BzBftCIBB 


1 


3 


S 


4 


> 


e 


Set m A 














OmA 


5 


6 


7 


4 


4 


7 


Mdse. 


5 


7 


6 


e 


6 


8 


Real Estate 


S 


3 


3 


3 


s 


3 


Interest 


S 


3 


2 


e 


3 


3 


Expense 


s 


2 


2 


2 


2 


2 


EUiott & Co. 


3 


S 


4 





4 





Reynolds 


3 


4 


4 


5 


4 


3 


BiUa Receivable 


2 





2 


3 


2 


2 


BUU Payable 


2 


4 


3 


4 


3 


3 


Moore 








2 


4 


6 


3 


Profit & Loss 


4 


3 


4 


4 


6 


4 


Set mB 














Gasli 


6 


6 


6 


6 


7 




Mdse. 


4 


S 


B 


4 


8 




Real Estate 


3 


S 


3 


3 


4 




Bills Receivable 


3 


4 


3 


4 


3 




Bias Payable 


2 


2 


3 


4 


3 




Expense 


2 





2 


S 


3 




Interest 


2 


3 


2 


3 


3 




Espy 


3 





3 


3 







Sanna 


2 


3 


3 


4 







Bi-ovm 














4 




Profits Loss 


4 


3 


4 


4 


4 




Set IV A 














Cash 


8 


8 


8 


10 


8 


10 


Hdse. 


6 


5 


6 


5 


4 


6 


Expense 


2 


3 


4 


6 


3 


3 


Downs 


2 


3 


2 





S 


3 


Mitchea 











2 


S 





BiUs Receivable 


2 


2 


3 


2 








Bias Payme \ 











2 


2 


3 


Interest ■ 


2 





S 


2 


2 


2 


Profit Jb Loss 


4 

3g 


3 


s 


3 


4 

O 


4 
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Exucn. 


1 


i 


S 


4 


■ 


6 


Set IV B 














Ccuh 


7 


9 


9 


1£ 


14 




Mdae. 


6 


6 


4 


5 


6 




Expense 


S 


3 


4 


4 


6 




Interest 


£ 


2 


£ 


3 


4 




BllU Beceivabie 


j8 


£ 


£ 


S 


4 




BilU Payable 











£ 


£ 




CiUver 





3 


3 


3 


3 




Sithop 











3 


3 




Profit & Lou 


3 


4 


3 


3 


3 




Set V A 














CaOi 


5 


S 


6 


5 


B 


6 


Mdae. 


B 


5 


e 


4 


7 


5 


8<mden 


4 


3 


3 


3 





3 


BeU 


3 


S 





4 





S 


Bedfield 





£ 


4 





4 





Ducmnt 


3 


3 


3 


3 


4 


3 


Interest 





£ 














{I-ni. Jb DU.) 


S 


4 


S 


3 


4 


S 


mU Receivable 


£ 


3 


3 


S 


4 


S 


BiUs Payable 


4 


3 


4 


4 


S 


3 


Real EtlaU 











3 


3 


3 


Expeiue 





£ 


£ 


£ 


£ 





Profit A Lots 


s 


5 


3 


4 


4 


4 


Set VB 














Cash 


5 


6 


e 


s 


7 




Mdse. 


e 


4 


e 


9 


6 




Expense 


3 


4 


3 


B 


4 




Bills Receivable 


4 


4 


4 


4 


6 




Bills Payable 


s 


£ 








3 




Interest 








2 


£ 


3 




Discount 


s 


3 


2 


2 


4 




(Int. Jb Dis.) 


« 


3 


3 


S 


4 




Frazier 


« 


S 








4 




Jones 


4 


3 


S 


3 







Armstrong 


s 





4 


3 


3 




CampbeU 











S 


3 




Profit A Lota 


3 


4 


4 


4 


4 





Eiuot» 


I 


t 


t 


4 


■ 


e 


8«t TI 














Cask 


e 


5 


B 


* 


8 




Mdse. 


7 


7 


7 


7 


7 






4 


3 


4 


3 


4 




Billt Payable 





£ 


3 


3 


4 




Interest 


3 


3 


4 


4 


4 




Dtaamnt 





3 


£ 


£ 


3 




(Int. A Dia.) 


3 


4 


4 


4 


B 




Expense 


3 


3 


4 


4 


4 




Real Estate 








£ 


3 


£ 




Wa»uer 


3 


£ 


3 


3 







LittfU 


3 


4 


3 


3 







Efumert 





£ 








3 




Smith 





£ 


4 





3 




Lynn 





£ 


B 





3 




Croott 











3 


3 




Profits Lota 


4 


4 


6 


5 


6 




Set vn 














Cash 


6 


9 


9 


9 


1£ 




Mdte. 


8 


8 


8 


9 


9 




BiUt Receivable 


£ 


S 


S 


4 


6 




Bills Payable 


£ 


3 


3 


£ 


S 




Expense 





£ 


3 


3 


s 




Real Estate 


£ 


£ 


4 


£ 


£ 




Interest 











2 


£ 




Diacowd 


£ 


S 


£ 





£ 




Dunn 


B 


3 


3 





3 




Pamell S Son 


3 


3 


3 


3 


S 




Terry 


3 


5 


4 


4 







Bale Jb Co. 


3 


3 


3 


S 


3 




Wood 











4 


4 




Profit ALosa 


4 


4 


4 


6 


6 
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EXBBCUI 


Ai 


a 


4 


i 


S 


Set vm 














Cash 


4 


5 


5 


s 


B 


6 


mse. 


5 


5 


4 


4 


6 


4 


Expense 


£ 





IS 


3 


3 


3 


Bills Receivable 


3 


3 


3 


3 


4 


4 


Bais Payable 


S 


£ 


2 


£ 


4 


£ 


Interest 








£ 





£ 


£ 


DiKOunt 





4 


£ 


3 


£ 


3 


(Int. S Dia.) 





4 


3 


S 


3 


3 


Real Estate 














£ 


3 


Oranhy & Co. 


S 


s 


£ 


4 


3 


3 


Playter <fe Co. 


8 


3 


3 


3 


£ 


4 


Spencer 


3 


4 


4 


4 


3 





DiUon 


3 


4 


4 


3 


3 


3 


Pyop & Loss 


3 


S 


3 


3 


5 


7 


Set IZ 














Cask 


6 


6 


6 


8 


10 




MdK. 


6 


S 


4 


e 


6 




Expense 


j8 


3 


3 


3 


4 




Reai Estate 











£ 


£ 




Bills BecetvoWe 








S 


£ 


S 




JSills Payable 











3 


3 




Interest 








2 


£ 


S 




Discount 





3 


2 


3 


4 




{Int. & ms.) 





3 


3 


3 


5 




Collection 


6 


3 


4 


6 


5 




Exchange 


3 


3 


3 


3 


5 




(Coll. & Extih.) 


7 


5 


6 


7 


9 




Crane 


3 


S 


3 


3 


4 




Ramsey & Day 


3 


3 


4 


4 


3 




Harvey 


3 


3 


3 


S 


4 




Fraxier 


fi 


3 








£ 




Ingham 








S 


5 







Profit & Loss 


5 


6 


6 


6 


6 





EXBBCISB 


1 


S 


a 


* 


a 


« 


Set X Ai 












Cash 


6 


4 


5 


B 


5 


7 


Mdae. 


7 


6 


7 


S 


7 


e 


BUls Receivable 


S 


3 














Bills Payable 














3 


3 


Eipense 





£ 


3 


3 


£ 


4 


Payne 


3 


3 














Blue 


3 


3 














Sadden 


3 


3 














Trout 


£ 


3 














Bradley 








£ 











King 








S 


3 








Leroy 








£ 


3 








Ardrey 








3 


4 








Stafford 








3 











Wooley 














4 


4 


Spencer 














3 


3 


Jones 














3 


$ 


Hastings 














£ 


s 


Real Estate 














£ 


3 


Profit & Loss 


3 


S 


3 


3 


3 


3 


Set X B^ 














Cash 


B 


6 


6 


10 


11 




Mdse. 


6 


5 


4 


7 


7 




Expense 





3 


4 


3 


4 




Bills Receivable 


4 


3 


£ 





£ 




Sais Payable 








£ 


3 


3 




Interest 











3 


3 




Discount 














£ 




(Int. & Dis.) 











S 


3 




Thomas 


3 


s 


2 


3 







London Jh Co. 


£ 
















Baxter 


3 


s 


£ 


4 


3 




Brayton 


S 


£ 













CampbeU 





£ 


3 


4 


£ 




Boring 





S 


3 


3 


4 




Eirk 








£ 


3 


£ 




Carlisle 














£ 




Profit A Loss 


£ 


3 


3 


4 


4 





'Iq Sets XA and XB ledger space 1> needed for only peisonal Kcconnts in tboM 
exercises that are writtan by single entry. 
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Cbabactebisttcs of Each Set 



Ab all the sets have personal, cash, and merchandise items, these 
items are not included in the following table. In cases in which each 
exercise of a set does not contain the feature in question, those that 
do so are designated by numbers. 

If certain features are desired, this table makes possible the easy 
selection of material presenting these features. 



a™ 


1* 


1. 


lU 


tia 


111 A 


nia 


IVa 


IV. 


Va 


y. 


VI 


vu 


VllI 


11 


Xa 


Xb 


Eipen^ 


^ 


2-fi 


1.2.4.5 


X 


1.3^ 


^ 


^ 


3-5 


X 


x 


3-0 


1.3-8 


X 


^6 


2-5 


Bills p«T«bl« 








1,3-6 






4-6 


4.9 




1.2,0 


3-0 






4.5 


B.« 


3^f 


Bill* racelTBbls 










I.M 




1-4 














W 


1.3 


1-3.5 


InWMBt 














1,3-6 




2 


3-0 




10 


3.8.6 


WS 




4.6 


BeftlMtAto 










X 


X 










3-6 


X 


5,8 


k6 


5.6 




Dlununt 






















2-0 


1-3. B 


2-6 


Z-0 







Draft* 


























X 


X 






CollectJoD 


































Exchange 




























X 
































4,5 


4.0 






Single prcpriewr 


X 


X 


X 


X 


X j X 


X 


X 


X 


X 






1-3.6 


1-3 


X 


X 


ChkDKliiK from 


































tingl« to doable 


































entry 


































Suitable lor nlei 


































book 


































AdmlttlnfSl«t- 
ner 


























4.0 
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INDEX AND GLOSSARY 



lu this llBt the U^er nnmber ot vorda uid jbnam are givea twice; once snbotdtnAto to 
Bome other term knd followed only bf page nomber, and again Id alphabetic order followed )tj 
definition. The deflnltlons giren ace ouly Bucli aa appl; to the word or ptuaae as naed in tbla 
text-book. 

The nomben reter to paget. 



) — An agreement by the 
drawee of an order, usubU; written 
■cross the face of the order, to pay it 
when due mccording to the terms of 
the acceptance. Also the order itself 
when accepted. lUmtifttions of, 90, 
132. 

Acceptor (66) — One who accepts an 
order. 

Account (or aoconnta) (2) — A syatem- 
atJc arrangement of all the debit 
and credit items of a series of trans- 
actions with the same person or 
pertaiDing to the same thing. Bal- 
ancing, 13; bills payable, 8, 29, 
63, 98 ; bills receivable, 3, 29, 53, 98 ; 
cash, 3, 16, 28 ; claasification of, 2, i, 
82; expense, 30, 43; merchandise, 
8, 14, 28; non-speculative, 2; per- 
sonal, 2; profit and loss, 3, 30, 83; 
property, 2 ; proprietor's explained, 
24; real estate, 3, 62 ; speculative, 2 ; 
ase and service, 2. 

Advice (103) — The duplicate of a postal 
money order, and is sent by the post- 
master at the office where the order 
is issued to the postmaster at the 
office where the order is to be paid. 

AflMts (8) — Everything belonging to a 
person and sums dne him. State- 
menifl of assets and liabilities, 89, 90. 

Auxiliary book (1) — One neither from 
which noT t« which posting is done. 

Balancing acconnta explained, 13. 
Bank draft (90) — A written order of one 
bank on a second bank requesting 






the payment of a specified s 
money to some individual o 
Illustration of, 101, 133. 

Bill, illustration of, 126. 

BiU-book (2, 55) — A book in which is 
kept a record of notes and accepted 
time drafts. Illustratiot) of, 50. 

BIIU payable (53, 98) — Notes issued by 
the person and time drafts which he 
has accepted. 

Bills payable acconnt (3, 20) — The ac- 
count with noles issued by the per- 
son and time drafts which he has 
accepted. 

BlUa Teceirable (53, 98) — Notes and ao- 
oept«d time drafts issued by others 
and mode payable to the person. 

Bills nceiTable acconnt (3, 20) — The 
account with notes and accepted 
time drafts made payable to the 

Bookkeeping (1) — A systematic record 
of business transactions. Develop- 
ment of, 5; double entry, 1; funda- 
mental principle of doable entry, 5, 
0; single entry,l,110; tabular view 
of bookkeeping, 4. 

forma, illustrations of, 120. 



Capitals, use of, 24. 

Cash — A term used to include money, 
checks, money orders, sight drafts, 
etc., or anything that can be con- 
verted into money on demand. A 
part payment in, 70. 

Cash acconnt (3) — The account with 
money, checks, money orders, sight 
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drftfto, eta., or uiTtfaing that can be 
converted into mone; on demand. 
lUuBtrations of, 14, 16, 28. 

Cash-book (2, 67) —The book which con- 
tains a lecoid of the cash teceived 
and paid out. Illuatration of double 
entij, 73, 7Si illustration of single 
entry, 112. 

CiMCk (S6) — A written order of a per- 
son on a bank reqneating the pay- 
ment of a specified sum of money. 
Illuatration of, 131. 

Checkmark — A mark (</) used to show 
that an item has been posted or that 
it is not to be posted. See pages 24, 
84. 

CloelnK the ledg«r, 33; exercises in, 89; 
explanation of proceas, S4; object 
of, 84. 

Cftllection (106) — The service account 
naad to include sums paid for col- 
lecting checks, etc. 

Commercial paper, outline of, 95; defini- 
tions and explanations, 96. 

Compound entries (S7) — An entry hav- 
ing two or mora debit items or two 
or more credit items. 

Contents, table of, ix. 

Credit, letter of — See ■' letter of credit." 

Creditor (7) — One who is owed. 

Day-book (1, 21) — A book of original 
entry in which transactions are re- 
corded in the order of their occur- 
rence, niastration of double entry, 
22; illnstration of single entry, 111. 

Days of grace (51) — Days allowed in a 
few of the states in addition to the 
time given in the note in which pay- 
ment may be made. 

Debtor (7) — One who owes. 

Debts (3) — Everything that a person or 
concern owes to otiiers on notes, on 
account, or otherwise. 

Deflnltioiis, preliminary, 1. 

Deposit ticket, illustration of, 133. 

Detection of errors, 31. 

Directiona for writing a aet, 38. 

Discount (3, 76) — The use of money, and 
is paid for before the money is used. 
Computation of, 54. 

Donble entry bookkeeping (1) — A method 
of bookkeeping in which for every 



debit there is recorded an equal 

credit. Distinguished from single 

entry, 1, 110; fundamental principle 

of, 5, 6. 
Drafts (96) — See " bank draft " and 

'' personal draft." Special models 

for journalizing, 102. 
Drawee (96) — The person upon whom 

an order is drawn. 
Drawar (SS) — The pereon who drawa an 

Doe billa, iUoatrationa of, ISa 

Irrors and their detection, SI. 

■xchange (106) — The service account 
used to include sums paid a bank 
for iaaoing drafta. 

Ezerdaea In closing the ledger, 39; in mak- 
ing statement^ 38 ; in making open- 
ing entries, 82. 

(43) — Items of outlay inciden- 
tal to the conducting of the busineaa. 
ey order (103) — A written 
agreement by an express company to 
transmit and pay a specified sum of 
money to the order of a specified 

Fractions, 66. 

Fundamental principle of donbla aotiy 
bookkeeping, 5, 6. 

Gain (3) — See " profit" 

Grace, days of — See "days of grace." 



(48, 96) — The person to whom 
a note or order is transmitted by 
indorsement. 

Indorsements, 100. 

Indorsor (48, 96) — The person who trans- 
fers a note or order by indorsement. 

Insolvency (3) — The condition in which 
the liabilities exceed the assets. 

Inat^Of the present month. 

Interest (3, 54) — The use of money, and 
is paid for after the money is used. 
Interest and discount, 77 ; compute 
tionof, 54; journalising of, 65; note 
draws interest when, 50. 

Inventory (3) — A list of articles on hand 
at a given time with their respective 
values computed, usually at the coat 
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InrolM, Ulnstntion of, 120. 
lanriM book (2) -~ Soe " ptucluse book." 
Item (2) — A Hpar«te pArticaUr in a 
tnutaMtioQ or io mi acconat. 

Jounal (2, 21) — A book in -which the 
itenu of ft tnuisMtioa ue clsBsified 
preptmtoiy to tianateTTing them to 
theledger. Ill)utntionsof,ll,25,26. 

Joamal-day-book, explanation of, 5S ; illus- 
tration of, 58. 

JonnuliiisK (3, S)— The cUasifying of 
the items of a tranaaction with re- 
^Mct to debits and credits. Rules 
for, 6. 

Lodsat (2, 27) — The book of MOOnntL 
Closing the, 82; exerci»e6.in closing 
the, S9 ; illiutratioa of double entry, 
14, 28-30; single entry, 118; space 
for, 17, 134. 

letter of credit (108) —A written order 
of one bank on another, the latter 
usually in a foreign country; it is 
honored, not only by the bank on 
which it is drawn, bnt also by any 
banking institDtion having business 
relations with the drawee. 

Liabilities (8) — See "debts." In open- 
ing entry, 81 ; statements of assets 
and liabilitiea, 89, 90. 

Loss (3) — The excess of the cost over 
the selling price, or a decrease in 
value. Also ontiays incidentftl to 
the condacting of the business. 
Statements of profits and losses, 89, 
90. 

Loss and gain account — See "profit and 
loss account." 

lUlcn (of a note) (48) — The person 

making the promise, 
■atmlty (50) — The date when a note, 

draft,'eto., is due. 
■erchandlse account (8) — The account 

with the various articles in which a 

person deals. Jllnstrations of, 14, 28. 
Honey orders (103) — See " azpiess money 

order " and " postal money order." 

HegotUbUity, 40. 

HoD-negotiable — Seo under "n^^otia- 
bUity," 49. 



Ho>4p«caUtlT« ftccoants (2) — Aocoonts 
with persons and witii those it^ms 
on which there is no increase or 
docrease of valne, unless it arises 
incidentally. 

Rots* (48) — See " promissory note." 

Opening entries, liabilities in, 81 ; exei^ 
cises on, 82. 

Order (90) — A request of one person 
upon a second to pay money or to 
deliver goods to a third person. Ac- 
ceptor of, 96 ; drawee of, 96 ; drawer 
of, 90; illustrations of, 18(^ 131; 
indoraee of, M; indorsor of, &6; 
payee of, 98. 

Ostline of bookkeeping (4) — See " tabular 
view of bookkeeping." 

Ontline of commercial p«p«, 95. 

Part payment In cash, 78. 

Partner, admitting a, 104, 105. 

Partnerships, 88. 

Payee (48, 96) — The person in whose 
favor an order or a note is drawn. 

Personal acconnta (2) — Accounts with 
individnal persons, firms, or corpo- 
rations. 

Personal draft (90) — A written order of 
one person on a second, reqneeting 
the payment of a specified sum of 
money to a third person or to his 
order. Illnstratbns of, 97, 99, 100, 
131, 132. 

Postal money orfler (103) — A written 
order of one post office on another 
requesting the payment of a speci- 
fied sum of money. 

I*'>*^t (B) — ^B process of transferring 
the debits and the credits to the 
ledger or other principal book. 

Practical exercises, 119. 

Preface, V. 

Present worth (3) — What a person is 
actually north at the time in ques- 
tion. Methods of finding, 9. 

Principal book (1) — One from which or 
to which posting is done. 

Profit (3)— The excess of the selling 
price over the cost, or an increase in 
value. Also any returns for services 
rendered. Statements of profits and . 
loBses, 89, 90, , -^ , ^. v / v . -M C 
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Prodt anil low accooBt (S) — The aoconiit 
in which tiie profits sud the iamea of 
the bnsioeM m collected. Illiutra' 
tioDB of, 80, 68. 

PiOmisMHT note (18) — " An nncondi- 
tional promise in writing nutde b; 
one penon to Another, signed by the 
maker, engaging to pay, on demard 
ot »t a fixed or determinable tntiue 
time, a certain saia in monej, to, or 
to the order of, a qiecified person or 
to beanr." Dcaws interest when, 50 ; 
form and requisites of, 48; illustra- 
tions of,61-fi3, 120-128; indorsee of, 
48 ; indortor of, 48 ; kinds aa related 
to tiie proprietor, 53 ; maker of, 48 ; 
matnri^ of, 60 ; negotiability of, 49 ; 
payee of, 48. 

Property accosnta (3) — Accounts with 
things of Taloe and reptesentatiTes 
of Talue. 

Prvprietoi's acconnt explained, 24. 

Pnrchase book (2) — A book in which pur- 
chases of merchandise are recorded. 

Seal estate accoont (8) — The account 

with honses, lote, lands, etc. 
Bscelpts, illustrations of, 129. 
Ksd Ink, use of — See "Ruling," 12; 

" Balancing the Acconnts," 18 ; 

" Explanation of Piooess," 34 ; " Ob- 

servatdons," 86. 
E ss o urcs i (3) — See " Assets." 
Rnles for }<nmallslng, 6. 

SslSB book (2, 8S) — A book in which 
sales of merchandise are recorded. 
Explanation of, 88 ; illustration of, 
86. 

Second trial balaaco, 88. 

Serrlcs, 2, 48. 

Set — A series of rolated transaotionB to 



be written as an exercise. Also a 
gronp of closely related exercises. 
Directions for writing a set, 88; 
table showing characteristics of 
each set^ 138. 

Single entry bookkeeping (1) —A method 
of bcNikkeeping which does not re- 
cord a debit for every credit. Cash- 
book and illustration, 11(^ 112; 
dunging to double enUy, 114; day- 
book and illustration, 110, 111 ; dis- 
tinguished from donble enbj, 1, 
110; ledger for, 118. 

SpeealatiTe accooata (2) — Aecoonti witb 
those items on whieh there may be 
an increase or a decrease of ralue. 

Statenest (88) — An exhibit, in a oon- 
veuient form, of the principal facto 
of a boriness or of some phase of the 
business. Dlustrations of, 89, 90, 
118 ; exercises for practice, 88. 

Tabular Tlew of bookkeeping, 4. 

Tickler (66) — A book in which is kept 
a record of notes and accepted time 
drafts classified with reqtect to tbe 
dates when they become due. 

Trial balanc* (27, 86) — An exhibit of 
the debit and the credit footings of 
the open accounts in a ledger to 
determine whether their totals agree. 
Also an exhibit of the debit and the 
credit balances of the t^ten aooonnta 
in a ledger to determine whether 
thMT totals agree. Second trial 



nit (ultimc) — Of the last month. 

Cts,48. 

Cts and serrice acconnta (2, 49) — Ac- 
counts with the uses and the serrioes 
giren or reoeiTed t^ tbe bnnness. 
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Macmillan's Commercial Series 

BDITSD BV 

CHEKSHAH A. HERRICE, PIlD. 



The Meaniag aad Practice of Commerda] Educattoo 

Bjr the Editoc. 

The Qeography of Commerce 

B7 Dr. Spkncxs Tkotteb, Smwlhinore CoUege, T*. 

Commerdal Correspondence and Postal Infonnatiui 

Bj C&RL Lsvns Altmaies, Drexel loititote, Fhilidelphia. 

Compreheodve Bookkeeping 

Bjr AxTSMM U. BoGLi, High SchooV Kanui Gty, Kanm. 
IN PREPARATION 

The Raw Materials of Commerce : Commerdal Products 

Bf Dr. CHAftLBS S. DoLLsy, Philadelphu CentrtJ High SchooL 

The Econratics of Commerce : Practical Pditical 
Economy 

B7 Dr. WlLUAM A. Scott, Unhrermtj of Wiiconilik 

The History of C<Hnmerce 

"Oj the EdilM. 

A^died Arithmetic for Secondary Schools 

B7 Ebncst L. Tuuesios, BotiaeM High School, Wuhington, D.C 
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The Geography of Commerce 

By SPEHCER TRVLTSR, H.D. 



TU* hoA li the fint Tolonte of MacmllUui's Connnerctal Serta, 
of which it, togetha with three other Tolnmei, forau the backbone. The 
book ii eiceplioaBlI; fortunate h well h oiiiqBe in iti authorship. 

Dr. Trotlei ii ■ identiK uid geographer of high Mauding, while the editor. 
Dr. Hetiick, who wai utodated with him in the preparatiDo and teviuoii 
of the mamnfript. ii a tnined economiit Both arc experienceil and snc- 
cenfol teachen. Moreover, the text hai been stndied bjr high ichoal 
•tndenti, and the natter lo altered ai to bring it laJrt; within their ctnn- 



Tbe Oeosraphy of Commerce ^ret a dear prcKntation of the 
exutiog condition* ti trade. Throughont the book emphaaii ii laid on the 
relatioii between physlocraphy ud the activities and the 
organlzatloilS of men. In dealing with other coontries their trade 
reUtioEii with the United States are given ipectal prominence. In con- 
lidcriog the cauial lelationi of ph^cal environment to men, of men and 
environment to product!, and of prodocta to tiade, there ii given a unity 
that Buike* the book rewUly adapted tor dass use. 

Di. Trotter*! book ii on the "practical Side" Of ceograpfay, which, 

accolding (o ■ recent itatement of ■ led^piized authority, "■! beat taught 
in a well-developed courae of commercial gec^raphy placed alter earlier 
coone* on geneial geography in the gradei and ■ conrae in elementary 
phyaiogiapby either in the giadea or in an early high ichool year," 

The book ii fomiibed with a woridng equipment which ia m com- 
plete a! poniblc. The anbject ii new, and it haa been thought wiie to 
append listi of booki for fiictber coninltation. Theie list* are meant merely 
ai luggeKiona ai to lome of the available newer materiaL Siqtplementaiy 
qneNioB* and topic* are also mpplied. 
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THE HEANINO AND PRACTICE Ot 

Commercial Education 

By CHSSSKAir A. HERKICC, Pb.D. 



He book mbOTC mentioned wu prepared to explain the idea and 
deicribe the actual workings ot commercial scbooU. It tread 
commercial edncation from Tariona poiuU of tjcw, and abowi that thit form 
of iniCractlDD ii a remit of preient economic conditioni and a natural atep 
is our educational derelopment. The author ihowa also that ipecial edu- 
catioD for the pretent commcicial age it both pouible and deairable, and 
that (neb edncation will gradually bring about a higher form of commer* 



He author reriewi the morcmenta to fumiih comnwrclal educatioil 
In various countries, including Germany and Auitria, France and Bel- 
giom, England and the United Statei. The treatment of each country is 
from the Mandpoint of general education, and the account ii t>aaed on the 
latest information. For the United State* a aerie* of chapter* are devoted 
to the Private Commercial School, the High School of Commerce, the 
Cnrricnlum of the Secondary Conunercial School, and the Higher School 
of CMDmeicc The final chapter gather* np the diicoaaion in a tfatcment 
of concloiioni and reconunenda^ikk 

An appendix fumiibei a goodly number of curricula tor schools ot 

various grades both at home and abroad. The value of the work i* 
further incTeased by a aelect bibliography of the iubject, including nearly 
three hundred title*, which will be found of no amall lerviM by both Kjy 
denla and teacheia. 

The Macmillan G>mpany 

Boston Chkaco 
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Commercial Correspondence and 
Postal Information 

Bj CARL LEWIS ALTMAIEft 



Mr. AltmaicT^ work «uppli«« two preunt »ee^ • tot-book Tot icboal 
me kud a huidbook for office xae. In the Ent place, hu book ia a wofk- 
lof nuniial for Inatnictloti and practice In letter wrltint. and tbu 

H foiniihei material for practical Engliib compotitJon. After chapten on 
the Importance of Sabject and the Technique of Letter Writing, the anthor 
diicnMca and fnmiibes exerciiea on such topici u Ordering Goodi t^ Mail, 
Rcqoeati for Payment, Circniar Letteia, Letteia of Application, Uu of the 
Telegraph, CoDtiact* by Correipondeace, and Social Coneapondence. Cor- 
rect fomu of letten are fomiihed, after which the learner k aiked to 
deal with litnationi of the kind actually met wtik in buinea corrcapcmd- 



The treatment of correspondence li rapplemented by a lomewlMI 
detailed account ot poatal arrangementa, both domertic and iater- 
nationaL Beude* the working* of the diSerent Diviaion* of onr own 
Pod Office Department there ii an account of the Universal Poital Unkm 
and the IViceb Foat. The book it illntirated with pbotogiaphi of docn- 
mentl, teprodnctiona of actual letten, and a poMal map of the world, 
Sem^ of the letteia are lacumile reproductiona'of work by the beat 
pen artitti In the United Statea. 
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